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Bredekamp and Copple note that the prior-to-school years are
"recognised as a vitally important period of human development
in its own right, not as a time to grow before 'real learning' begins
in school".
The developments that occur in the early childhood years are
remarkable for their speed, comprehensiveness and complexity.
Sue Bredekamp and Carol Copple (eds) Developmentally Appropriate Practice in Early Childhood Programs (National
Association for the Education of Young Children, 1997).
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WELCOME TO GATTON CHILD CARE CENTRE
We are excited to have the opportunity to work with your family and want you to feel happy and
comfortable about coming to our Centre. Please feel free to talk to the Director and Educators on any
matters concerning your child and the Centre, as sharing information about activities at both home and the
Centre enable a better understanding of your child’s development and needs.
Early childhood education plays an important part in developing children’s emotional, social and physical
well-being, and we strive to have high quality programs for your child.
Your child is very important to us. Children are our greatest resource.

ABOUT OUR CENTRE
The Gatton Child Care Centre is a non-profit community-based long day care centre. The Centre was built
by the Federal and State Governments in 1989 and is owned and operated by the Lockyer Valley Regional
Council. Lockyer Valley Regional Council is proud to be able to provide this service to the community and
surrounding areas. We provide full-time and occasional care (subject to availability). We are licensed for
59 children from birth to primary school age.
Before and after school care is available for primary school children. School aged children are escorted by
an Educator to and from school using a Council vehicle.
We are governed by the Education and Care Services National Regulations and Law (Queensland) Act
2011 and the National Quality Framework. The Office of Early Childhood and Education approves this
Centre according to the Regulations and Law. Copies of the National Law & Regulations and National
Quality Framework are available in the foyer or you may contact:
Early Childhood Education and Care,
Toowoomba Regional Office
Toowoomba.ecec@qed.qld.gov.au
Telephone: 07 4616 3791
Information Service 1800 637 711
Any questions, queries or concerns may be discussed with the Director. If you receive an unsatisfactory
response you may write to Council’s Chief Executive Officer at mailbox@lvrc.qld.gov.au or telephone
1300 005 872.

SERVICE APPROVAL
Gatton Child Care Centre is licensed under the National Law and National Regulations and must comply
with the Law and Regulations with requirements about activities, experiences and programs, number of
Educators and children, and Educators’ qualifications.

NATIONAL QUALITY FRAMEWORK AND QUALITY IMPROVEMENT PLAN
The National Quality Standard sets a national benchmark for the quality of education and care services. It
will also give services and families a better understanding of a quality service. This will enable families to
make informed decisions about the services providing education and care to their child. The National
Quality Standard is a key aspect of the National Quality Framework. It brings together the seven key quality
areas that are important to outcomes for children. Our Centre uses a Quality Improvement Plan to discuss
areas that need development to ensure your child is provided with the best educational and care
outcomes. Please ask for a copy of this plan at any time to peruse and make comment. Your input is
always welcome and encouraged. For more information about the National Quality Framework please go to
website www.acecqa.gov.au

Details of the Centre’s compliance history are available on request.

EDUCATORS
Qualifications and Professional Development
The minimum qualification for Educators working with your children is also set by the National Regulations.
Early Childhood Educators must hold Diploma of Children’s Services (or equivalent) or hold a Certificate III
in Children’s Services (or equivalent) and be studying towards a Diploma in Children’s Services. Assistant
Educators must hold or be studying towards a Certificate III in Children’s Services (or equivalent). All of our
Educators are either qualified or in the process of gaining their qualifications. Most of our Educators have
had many years’ experience in the Early Childhood field.
Our Educators are encouraged to participate in workshops, conferences and in-service training, all of which
lead to further Educators’ development and professionalism.

Staffing Ratios
Educator staffing levels are set by National Regulations. We operate with two Educators allocated to each
group of children and extra Educators to cover lunch breaks and any other non-contact time.
Room

Age range

Ratio

Nursery

Birth to 24 months

1:4

Toddler

18 months to 24 months
24 months to 3 years
2.6 years to 3 years
3 years to 4 years
3 years to 6 years
3 – 12 years

1:4
1:5
1:5
1:11
1:11
1:11

Junior Kindy
Kindergarten

RESPONSIBLE PERSON
The responsible person in charge of the service at any one time is displayed in the foyer. When the
Director is present in the Centre, the Director is the responsible person.

HOURS OF OPERATION
Our Centre is open from 6.00 am to 6.00 pm, Monday to Friday. The Centre is closed on Public Holidays
(fees are charged for these days) and for two weeks over the Christmas/New Year period. (No fees apply
for the two week Christmas/New Year period).
Office Hours are 7.30am to 4.00pm, Monday to Thursday and 6am to 2.30pm on Friday.

ALLOWABLE ABSENCES
The Federal Government’s Child Care Subsidy is paid for up to 42 allowable absences for each child per
financial year including public holidays.

FEES
Fees are charged on a daily or weekly basis and current fees are displayed in our Foyer. For information
about other fees please ask at the Office. We do not charge a bond or enrolment fee but do ask that fees
are paid weekly, fortnightly or monthly according to our Centre policy. Non payment of fees may
jeopardise your child’s place at our Centre.
Fees are payable for 50 weeks a year including public holidays. Fees are not payable over the two week
Christmas/New Year closure.
Fees are payable for all days a child is booked into the Centre, including days the child is absent due to
illness or any other reason.
A holiday absence discount may apply subject to two weeks’ notice being given of a child’s planned
absence. This discount can apply for a maximum of four weeks a year. No other discounts apply to
childcare fees.
All families are entitled to be assessed for assistance with payment of their Child Care Fees with the Federal
Government Child Care Subsidy scheme through Centrelink. Once Centrelink advises us of your Child Care
Subsidy entitlement, we are able to calculate your fees.
Fees can be paid by DIRECT DEBIT (DebitSuccess), cash, cheque, online banking or EFTPOS. If paying by
cash, correct money must be placed in the snap lock bag with the parent’s name enclosed before placing in
the slot on the front desk or handing to the Centre Director. Cheques are to be made out to Lockyer Valley
Regional Council. You must sign the payment register to indicate the amount paid. Please note that we are
unable to provide change. Account statements are emailed weekly or placed in your child’s pocket if
required. Please notify the Centre Director if a printout statement is required.

Fee for Late Pick Up
We request your co-operation in dropping off and collecting your children within our operating hours. If at
any time you have an emergency and are going to be late please contact the Centre as soon as possible so
we can reassure your child.

If a parent or guardian arrives after the Centre closes at 6.00pm a LATE FEE will be charged. We
understand that from time to time there may be some reason to make you late and this will be taken into
consideration.
THE LATE FEE COLLECTION WILL BE CHARGED AT $25 PER 15 MINUTES OR PART THEREOF AFTER 6.00PM.
This fee is not subject to Child Care Subsidy as care is provided outside our licensing times and this fee will
be separate from normal booking fees.

Non Payment of Fees
If you experience difficulty in paying your child’s/children’s fees, please contact the Director regarding your
concerns as soon as possible.
If fees are continually late the following procedures will be taken:
1.
2.
3.
4.

Parents will be contacted to discuss entering into an arrangement for payment.
If a payment arrangement is not adhered to, a formal letter will be sent giving you notice to bring the
account in order.
If payment is still not forthcoming, the matter will be handed to the Approved Provider (Lockyer Valley
Regional Council) and your child will lose their place at our Centre.
If a family leaves the Centre with outstanding fees, the matter will be referred to a Debt Collector.

ENROLMENTS
Access is based on our nondiscriminatory policy, but due to the high demand for child care priority of
access guidelines set by the State Government Department of Human Services and Health are followed.
These guidelines stipulate when following vacant places, a service must fill them according to the following
priorities:
1. A child at risk of serious abuse or neglect;
2. A child of a single parent who satisfies, or of parents who both satisfy, the work/training/study test
under section 14 of the Family Assistant Act;
3. Any other child.
Within these main priority categories, priority should also be given to the following children in:
• Aboriginal and Torres Strait Islander families
• families which include a disabled person
• families on lower incomes
• families with non-English speaking backgrounds
• socially isolated families
• single parent families
Priority will also be given for those wanting full time care.

Waiting Lists
Parents are invited to complete a waiting list form if there are no places available at the time of request.
Parents will be contacted as soon as a position becomes available. If you no longer require care or your
contact details have changed please contact the Centre as soon as possible.

Acceptance of Placement
An informal interview will be conducted with each family prior to admission and parents will be required to
complete the necessary enrolment forms.
Parents will be required to contact Centrelink to register their child and obtain their Child Care Subsidy
before their child’s admission to the Centre or full fees will be charged. Confirmation of booking once
completed by the Centre is to be confirmed by a Parent or Guardian on their MyGov app.

Changes of Information
Families are asked to notify the Centre as soon as possible of any changes concerning your child’s
enrolment. This may include contact details, change of address, details of people who are authorised to
collection children from the Centre, emergency contacts, and children’s health and needs.

Termination of Care
If families decide to terminate their child’s enrolment or reduce their booked days, two weeks’ notice is
required. Please inform the Centre Director as soon as possible once you have decided to terminate your
child’s enrolment. All fees must be fully paid before withdrawal of your child.

Children Who Leave the Centre and then Return
If a child’s file has been archived, the parent must fill out another enrolment form. The Director will check if
the Child Care Subsidy is still current. Attendance days will be negotiated depending on space in the
relevant room. Families will not be allowed to re-enroll their child/children if they have an outstanding
account with our Centre.

CONFIDENTIALLY
The only persons permitted to view your child’s developmental records will be you (the parent or
guardian), the Approved provider, Gatton Child Care Centre Early Childhood Educators, and representatives
from the Office of Early Childhood and Education. No information will be given to others without written
permission from the parent or legal guardian.
It is also the policy of our Centre not to disclose the name of any child involved in injury to other children at
the Centre. This is to safeguard every family’s privacy.

COMPLAINTS
All complaints are to be forwarded to the Director. If you are not satisfied with the how your complaint has
been addressed you may contact the Lockyer Valley Regional Council on 1300 005 872.
The Office for Early Childhood Education and Care is the licensing body for child care services and monitors
the quality of care. If you are concerned about the quality of care and approaches to the Centre and Council
are not effective, you can call the Office of Early Childhood and Education on 1800 637 711.

PARENT QUERIES AND INTERVIEWS
Information is available to parents on request. If we don’t have any information on hand, we will certainly
endeavour to locate answers to your questions. We hope you can take advantage of this service and let us
know if there is anything you would like to read or know about.
Occasionally you may wish to discuss your child’s progress with their Educator. We ask that you arrange a
mutually convenient time beforehand, so a relief person can step in until the Educator is free to return.

STUDENTS AND VOLUNTEERS
Our Centre accepts students from various tertiary colleges and universities to provide them with valuable
practical experience in early childhood. This is a requirement of their course. We also have high school
students at the Centre for work experience and volunteers helping in various ways.
All students and volunteers are under an Educator’s supervision at all times.

REQUIREMENTS FOR THE DAY
We recommend that children wear comfortable easy to wash clothing so that they can play easily in all
areas offered in the program. Please do not dress children in good clothing as this restricts their
involvement in messy experiences such as painting, sand play, sensory play and mud play.

PLEASE NAME ALL OF YOUR CHILD’S BELONGINGS

Nursery and Toddlers Requirements
•
•
•
•
•
•
•

Spare clothes relevant to current weather conditions
Cot size bedsheet
Trainer pants for Toddlers
Two Pieces of fruit, vegetables, cheese or plain biscuits for shared morning and afternoon tea
Baby Food (as required)
Bottles of milk or tin of formula and empty bottles
Drink bottle/cup (optional)

Parents are to provide the required number of bottles and tin formula needed by their child for the
day. Any made up bottles are to be brought to the Centre in a cooled container and signed into the
refrigerator on the bottle register. All bottles are to be clearly named and taken home at the end of the
day.

Junior Kindy and Kindergarten Requirements
•
•
•
•
•

Spare clothes relevant to current weather conditions
Cot size bedsheet
Trainer pants for toilet training (if required)
Two pieces of fruit, vegetables, cheese or plain biscuits for shared morning and afternoon tea.
Drink bottle (optional)

ATTENDANCE
Children are to attend our Centre on their specified days only. Any changes to these must be discussed
with the Director before arrival.
Children can only be collected by persons who have written authorisation as per their enrolment form.
Any changes to this must be notified to the Centre as soon as possible.

Signing In / Out
To receive Child Care Subsidy, it is the parent’s responsibility to sign their child/children in and out each day
they attend the Centre.
On arrival at the Centre, please:
• Sign in each child using the Kiosk iPad on the front counter.
• Put child’s belongings in lockers.
• Take each child to the playroom or playground and transfer their care to one of the Educators on duty.
• Notify Educators of any changes in collection arrangements for your child.
• Complete a medication form if necessary and hand medication to an Educator to be locked in a safe
place out of children’s reach.
• Say goodbye to your child and let Educators know you are leaving.
• Please ensure you write any messages or family news in your child’s portfolios and leave these on the
desk in your child’s room.
At departure time, please:
• Come in and greet your children.
• Talk to child’s caregiver about your child’s day.
• Let Educators know that you are leaving and taking your child.
• Collect all belongings from their locker.
•
Sign out each child using the Kiosk iPad on the front counter.
• Don’t forget to check Storypark for any observations noted for the day.

SETTLING IN
The ‘settling in experience’ is as individual as your child. Families are encouraged to stay as long as they
choose. Your child may have periods of distress, even after being in the Centre for some time - this is
normal. Sometimes it may be better to leave your child and return early to spend time at the Centre with
them. It all depends on YOUR child. Settling in can be difficult for the child and the parent and it is
important for you to feel comfortable in the knowledge that we are sensitive to your child’s individual
needs. These are some tips to help you both prepare for this new experience.

Prepare your child for this new experience
•
•
•
•
•

Before starting child care, talk to your child about where they will be going, what they will be doing,
who they will meet, and why they will be going to child care.
Answer all their questions openly and honestly and reassure them that they will be okay.
You could also read some books about new experiences to prepare your child.
Drive or walk past the centre to show your child where they will be going to child care.
Take your child to visit the service on a few occasions before you need to leave your child for the first
time.

First Day
•
•
•
•
•
•
•

If you can, try and increase the time your child spends in child care during the first few weeks. Start
with short visits and increase the time to include a lunch and a sleep/rest.
Try not to rush in the mornings. Spend time signing in, putting belongings away and settling your child
into an activity.
Once your child is involved in the activity, this is a chance for a hug, kiss goodbye and to leave.
Always say goodbye to your child and reassure them they will be picked up. For example: “I’ll be back
to pick you up after afternoon tea”. Come back when you say you will.
If your child is upset when you leave, telephone the service when you get to work. If you are worried
or concerned during the day, call the service.
Educators will also call if your child continues to be upset throughout the day.
When picking up your child, talk to the Educators about how your child has gone on their first day. Talk
to your child about their first day. Talk about who they have met and what they have enjoyed doing.
Get your child to show you what they have been doing.

Next Few Days
•
•
•
•
•

Keep going with goodbye routine. When you leave say goodbye and reassure your child by telling them
when you will be back to pick them up.
Talk with your child and Educators to find out what they are enjoying doing at the service. You can
then involve your child with this experience when you arrive.
Your child may settle easier on some days. This can depend on what’s been happening in their life. For
example: late night, visitors.
Talk to the Educators about important events in your child’s life such as how well they sleep the night
before or what they did on the weekend.
Always talk to your child about what they have been doing during the day.

In Next Few Weeks
•
•
•
•
•

Once your child has settled, you could spend some time with your child at the service.
Be kind to yourself, take one day at a time.
You may like to join the parent committee and get involved in the service.
Talk to the Educators and ask for help or advice if you are concerned about something.
Meet other parents/guardians to share ideas and support.

RELIGIOUS AND CULTURAL CONSIDERATIONS
Our policy is to work together with families, therefore if there are any religious or cultural considerations
that relate to your family, we would like to know about them. Educators will seek information from
families with regards to child rearing practices and values of different cultures to help maintain continuity
and to develop a sensitivity towards these values. In this way we can follow the patterns you have set for
your child or children.

EQUAL OPPORTUNITIES – EQUITY FOR CHILDREN WITH DISABILITIES
Gatton Child Care Centre is committed to inclusive education. All children will be treated with the same
degree of care and respect regardless of their background, welfare, gender or developmental abilities.
Educators will encourage positive attitudes in all children to different backgrounds and abilities of others
and incorporate experiences into the program that show differences are valued. All learning experiences
provided will be accessible to all children. Educators will provide equal opportunities for children to
develop to their full potential.
All child care services are encouraged to implement practices which are inclusive of children with
disabilities. Some services have additional resources to support the inclusion of a child who has a disability.
It is important to be clear about the particular needs of your child, so Educators can identify your child’s
interests and abilities and provide appropriate support to facilitate your child’s full inclusion. The
Supplementary Services Program (SUPS) helps child care services to build skills and resources to ensure the
successful inclusion of children with special needs. The Inclusion Support Scheme (ISS) helps child care
services care for individual children with ongoing high support needs, particularly children with disabilities.
For more information about these support services, contact the Australian Government Department of
Social Services on 1300 653 227.

THE PROGRAM
The program has a multicultural perspective, respecting each family’s culture and language, looking at
similarities as well as differences and valuing diversity. This should encompass all cultures and not only the
ones represented at the Centre.
Our Centre aims to provide an inclusive and friendly atmosphere within a caring and stimulating
environment. Parents or Guardians can ask for information at any time about the activities and
experiences offered by our Centre, and our philosophy about learning and child development outcomes
and how we intend to achieve these outcomes. Our Educators strive to build a trusting and secure
environment for both children and families. Our program is based on the philosophy of ‘Emergent
Curriculum’. The program must always reflect the Centre’s Philosophy.
Critical reflection is an important process in programming. It determines whether the program is meeting
the stated goals and objectives. It should be comprehensive, clearly identifying both strengths and
weakness of the program, evaluating individuals’, groups’ and Educators’ performance, and cover all areas
of the program. The results of this reflection are used to plan both immediate and longer term objectives
for children and the group.

The program will be communicated to parents through newsletters, posters, and meetings and through
individual and group observations in each room. Your comments and suggestions are important in the daily
running of our Centre. Parents’ input into our programs is very important and provide Educators ideas to
implement and extend our daily curriculum. Parents are encouraged to participate at a level that is
comfortable for them. This may include reading a story, playing, and sharing their skills with all children at
the Centre.

Emergent curriculum
In a Centre that celebrates children, a great way to plan is by using the “Emergent Curriculum”. This means
that learning emerges from the interest of the children, families and Educators. Educators act as facilitators
to provide direction for learning within a topic, expand on projects and extend ideas. The environment
becomes a learning hub that is creative and stimulating for children and Educators. The intent is to inspire
curiosity, to encourage social interactions and confidence, build motivation that comes from within a child
(intrinsic), develop a lifelong love of learning and promote true child-led education. Features of Emergent
Curriculum are:
• learning is spontaneous and planned;
• use natural world as learning environment;
• is not time focused; and
• a focus on the uniqueness of the child rather than the weakness of the child.
It is believed children learn self-discipline by being able to choose their own play experiences. The children
are free to choose the areas of interest in which they will participate throughout the day, both as
individuals and as part of a group. The activity areas are set up according to the children’s interests and
needs. Educators carefully prepare and supervise all areas. Sharing and co-operating with other children is
encouraged by all the Educators. Some of the developmental areas we focus upon are:
• Physical Activity – for physical health (improved strength, fitness and motor skills), cognitive skills
(improve concentration, attention, academic performance and memory), and psychological and
emotional wellbeing (improved self-regulation, confidence and mood)
• Social interaction, sharing and co-operation
• Following simple directions and rules
• Self-help skills, gaining independence and self-discipline
• Understanding feelings
• Language
• Problem solving and investigation
• Confidence

Daily Program
6.00 am – 8.30 am
At the beginning of the day the children meet inside, have breakfast as required, and participate in indoor
experiences. Breakfast is to be brought in by parents daily or a supply can be left at the Centre in a sealed
plastic container marked with the child’s name. Weather permitting the older children move out into the
playground while the very younger children move into the nursery for play.
8.30 am – 11.00 am
Multi age grouping with Toddlers and Junior Kindy

9.30 am
Kindergarten children separate into Kindy room.
11.00 am
Toddlers and Junior Kindy children separate into their respective age groups for small group experiences
and lunchtime.
3.00 pm – 6.00 pm
Multi age grouping with Toddlers, Junior Kindy & Kindergarten children recommences until the end of the
day.

Approved Kindergarten Program
Gatton Child Care Centre operates an Approved Kindergarten
for 40 weeks per year, in line with school terms. The program
is partially funded by the Queensland Government and is
conducted in accordance with the Queensland Kindergarten
Learning Guidelines.
The Kindergarten program runs daily between 9.30 a.m. and
2.30 p.m. giving each child access to a daily 5 hour program.
The Kindergarten program does not operate during school holidays. This time is offered as long day care or
vacation care. There may be a slight variation in the program offered.
All children in Queensland should have access to a Kindergarten program for at least 15 hours per week and
by providing a five day program, families can choose the days they would like their child to attend.
Any kindergarten aged child (i.e. the year before they attend school) who attends the Kindergarten
Approved Program for three or more days a week will receive reduced fees, and an additional CCS
entitlement base on your Centrelink percentage and hours. Outside of these times normal Long Day Care
fees will apply. A copy of the current health care card must be held at the Centre to receive this subsidy
and we ask that you provide a copy of this as soon as possible.
All children attending the Kindergarten program must also have a copy of their birth certificate on file at
the Centre.

Sleep/Rest Time
A sleep/rest time is an essential part of our program. Children have a very busy time at Child Care and a
rest after lunch helps them to relax and unwind and “recharge their batteries” for the afternoon
experiences.
Rest time varies from room to room and depends on the individual child. Rest time is a pleasant time for
stories, a quiet chat and a cuddle. Quiet music and quiet surroundings help the child relax and sometimes
nod off to sleep. Those children who do not wish to sleep will rest on their beds with a quiet activity for a
short time. These children are encouraged to respect the needs and rights of the child who wishes to sleep.
Under NO CIRCUMSTANCES will a child be forced or disciplined if they do not wish to go to sleep.

MEALTIMES AND HEALTHY EATING
Mealtimes should be a pleasant and relaxed
part of your child’s day. Educators are
encouraged to sit with the children to share
this time, encourage conversation and
supervise children’s eating requirements.
Children will be encouraged to make choices
and self-help as far as they are able.
The Centre will supply fresh mixed sandwiches
or a hot meal for each child’s lunch while at the
Centre. If there are any special food
requirements, please talk to the Director or
Educators about these as soon as possible.
Please place your fruit in the basket/
container in your child’s room. This fruit will be
shared for morning and afternoon tea.
Drinking water is accessible to all children
throughout the day and children are offered a
plain milk drink each day at lunch time. Some
foods that may be a choking hazard will be not
allowed, e.g. popcorn.
Children are not allowed to chew gum in the
Centre. We also ask that nut products of any
description, e.g. peanut paste, NOT be
brought into the Centre. We also ask that
packaged food be limited as many of these may
contain traces of nuts and we are reducing
rubbish and our impact on the environment. If
possible, please bring any extra foods in containers which can be washed and re-used.
Under no circumstances will new foods be introduced to infants at the Centre. Parents will trial new foods
at home for a certain time and inform Educators of how this is progressing. Once no food allergies or
reactions have been observed, these foods may be offered at the Centre.
HEALTHY EATING GUIDELINE
Children and adolescents need nutritious foods to grow and develop normally.
• Growth should be checked regularly for young children.
• Physical activity is important for children.
• Children should enjoy a wide range of nutritious foods.

Children should be encouraged to:
• eat plenty of vegetables, legumes and fruits;
• eat plenty of cereals (including breads, rice, pasta and noodles), preferably wholegrain;
• include lean meat, fish, poultry and/or alternatives;
• include milks, yoghurts, cheeses and/or alternatives. Reduced-fat milks are not suitable for children
under two years because of their high energy needs, but reduced-fat varieties should be encouraged
for older children; and
• choose water as a drink.
Care should be taken to:
• limit saturated fat and moderate total fat intake. Low-fat diets are not suitable for infants;
• choose foods low in salt; and
• consume only moderate amounts of sugars and foods containing added sugars.
Care for your child’s food; prepare and store it safely.
A copy of the Centre’s Nutrition Policy is available at the office on request.

HATS AND SUNSCREEN
Queensland has the highest rate of skin cancer in the world. Two out of every three Queenslanders will get
some form of skin cancer in their lifetime. Research suggests that at least two-thirds of all melanomas
occurring in Australia could be prevented if children were protected from the sun during their first 15 years.
The Educators at Gatton Child Care Centre feel it is extremely important to protect our children’s skin from
the harsh sun. Therefore, children are supplied with a shady hat for outdoor play. Our policy is NO HAT,
NO OUTDOOR PLAY. This hat will remain at the Centre with your child’s name written on it, so each child is
able to wear their own hat and not share them. PLEASE DO NOT TAKE THIS HAT HOME AT THE END OF
EACH DAY but leave it here for your child to use next time they come. Educators will launder the hats as
required and store them in a safe and hygienic manner. If a child’s hat is lost a spare will be issued until
their hat is found or replaced.
All children will have 50+ sunscreen applied twice daily: on arrival and before afternoon play.

CLOTHES
Children’s clothes at child care often collect paint, sand, mud, clay and sometimes get wet! They need to
be tough and easily laundered.
During winter or the cooler months, it is a good idea to have a T-shirt under winter woollies as children can
become hot and need to remove jumpers.
During summer, ensure your child is wearing appropriate clothing to prevent sunburn. T-shirts are an
excellent choice for this season as shoulders are covered. Lots of spare clothes are needed, as water play is
an everyday activity (if situations allow). Footwear should be worn to and from childcare. Children are
encouraged to remove shoes and socks when playing outdoors. If you have a specific objection to this,
please let Educators know and it will be observed. In most cases, bare feet make for healthy feet and safe
play.

COMMUNICATION
Events in family life, such as a major illness, visits from grandparents or other relatives, accidents or death
of family, friends or a pet, can be a major concern or excitement for children and will affect their behaviour.
It is important for us to be aware if there has been an event which may affect your child.
Information about what’s happening in the Centre is available in many ways, some of which are listed here.
• Storypark
• Office Notice Board
• Room Notice Boards
• Newsletters
• Notices in your family pocket
• Talking directly to Educators

Storypark
Each child attending the Centre will have an online Storypark portfolio giving a story of their experiences
while at our Centre. Storypark is an easy-to-use private online service that helps teachers, parents and
families work together to record, share and extend children’s learning.
You can capture a child's development by posting photos, videos, stories, moments, notes and responses.
Creating a Storypark account is quick, easy and free for parents and families.
Storypark is 'child-centric' which means any account must be connected to a child's profile. If a child
attends an early learning service that uses Storypark, an Educator can invite and create a Storypark child
profile and invite the child's parent. Alternatively a parent can download the Storypark for Families iOS
app or Android app and add their child's profile themselves. They can then invite family members to be part
of that profile.
Why Storypark?
Supporting parents
•
Be part of your child’s day no matter where you are.
•
Extend your child’s interests and learning.
•
Record your child’s stories and keep them forever.
•
Share and collaborate with wider family in a safe, private environment.
•
Perfect for all family situations, including working couples, separated parents and overseas relatives.
•
Free to access.
Enabling children
•
Enhanced learning opportunities.
•
Feedback and reinforcement from family.
•
Stimulates language and ideas.
•
Revisit stories to reinforce and extend learning.
•
Build an online record that grows with each child.
If you have received a Storypark invitation by email, it means someone you know (either an Educator or
close family member) wants to share a child's stories and learning with you. Please follow this link for
information on how to access your child’s Storypark portfolio.
https://help.storypark.com/en/articles/56118-if-you-ve-been-sent-an-invitation

INTERACTIONS WITH CHILDREN (BEHAVIOUR GUIDANCE POLICY)
Our behaviour guidance (Interactions with Children) policy is centered on the importance of respect and
dignity for each child. We also acknowledge and accept children’s feelings and encourage these feelings to
be expressed.
Strategies establishing acceptable behavior include:
• understanding the reason behind a behaviour
• fulfilling the child’s need that has triggered the behaviour
• developing connections with children
• offering children appropriate choices and encouraging decision making
• setting realistic expectation which are age/stage appropriate.
Children will not be discouraged or chastised for expressing their feelings or individuality.

Biting
Biting is not uncommon with young children. Children who bite usually do so because they are frustrated or
angry or do not have the appropriate language skills. They often act impulsively and quickly.
When biting occurs, it is distressful to parents, children and Educators. If your child is bitten you may feel
angry, or if your child is the biter you may feel uncomfortable.
Educators also find biting very distressing and feel remorse for not being able to prevent this from
happening. Be assured however, that they will be actively searching for ways to eliminate this problem
from occurring, whilst maintaining the self-esteem of all parties involved.

Swearing
Children often swear because it creates a big response and makes them feel powerful. The secret is to
remove the power by ignoring this behaviour as much as possible.
Swearing often occurs when children hear this language outside the Centre from older children and adults
and other influences in our society.
Don’t be alarmed if your child tries it out at the Centre. The Educators will deal with it in an acceptable
manner and keep you informed of their progress. Working in partnership with you we can encourage your
child to use more appropriate language.

Aggression
A certain amount of aggression is normal for young children. Many cannot control their strong feelings and
often act out of impulse. It is our role as adults to guide our children through positive role modeling;
teaching children how to manage their own behaviours in a more acceptable manner and to look for more
appropriate ways to let out those feelings.

HEALTH AND HYGIENE
Gatton Child Care Centre complies with all Government Child Care Regulations and Laws, Health
Regulations and by-laws in relation to hygiene, health and safety issues. We cannot guarantee that your
child will remain in perfect health and never have an accident whilst at our Centre, however every possible
precaution is taken to maintain the wellbeing of your child.
To decrease the risk of cross infection, Educators wear disposable gloves when changing nappies and soiled
clothing, administering first aid and meal preparation. Washing hands is a large aspect of any childcare
situation and children and Educators are required to wash hands frequently. We ask that you wash your
child’s hands on arrival to and departure from the Centre each day to reduce the flow of germs to and from
our Centre.
Cleaners clean our Centre every day. Tables, chairs, high chairs, beds, cots, nappy change areas and kitchen
areas are cleaned daily. Educators on a daily or weekly basis clean the children’s toys and play equipment.
Maintenance and building checks are done daily to maintain a safe and hygienic environment. The Centre
is sprayed by a pest controller every twelve months or as necessary.

Emergency and Safety
In the case of an illness or accident, Educators will determine its severity and contact parents to collect
their child accordingly. An Incident Report will be completed for parents to peruse and sign on collection of
their child.
If an accident or illness occurs that requires further attention and the parent cannot be contacted an
ambulance will be called.
Evacuation drills are practiced quarterly, and evacuation plans are displayed in Centre. If you are in the
building when the alarm sounds you are requested to treat this seriously and participate in the evacuation
procedure.

Immunisation
All children will need to keep up to date with immunisation and this information made available to the
Director to update the child’s records. If immunisation records are not up to date these children will be
treated as unimmunised.
The Child Care Subsidy is only available to children who have been immunised or the appropriate
exemption has been obtained from your doctor. Should an outbreak of any infectious illness occur within
our Centre children who are not immunised will be excluded for the period of the outbreak.
To receive these benefits without being fully immunised, your immunisation provider needs to certify that:
• your child has a medical reason not to have a particular vaccination;
• your child has had a disease and has a natural immunity; or
• a particular vaccine is unavailable.
You can also make a formal conscientious objection if you have personal, philosophical, religious or medical
beliefs that your child should not be immunised. You will need to ask your immunisation provider to sign a

Conscientious Objection form.
The Centre strongly encourages all parents to immunise their children. Information about immunisation is
available in the foyer or from your local doctor. For further information about immunisation, contact the
Immunisation Info line on 1800 671 811.

Medications
The Centre makes it clear that medication should only be given to children while on the premises where it
is deemed vital for the maintenance of the functional level of the child’s body.
Educators of Gatton Child Care Centre are unable to administer any medication without a written and
signed Daily Medication Record from the parent.
Any medication to be administered while at the Centre MUST HAVE AN ADHESIVE CHEMIST LABEL ON THE
BOTTLE STATING THE CHILD’S NAME, EXPIRY DATE AND CORRECT DOSAGE. An Educator will administer
all medications with another Educator present to witness. No medication will be administered without a
written and signed Medication Record and the appropriate label.
DO NOT LEAVE MEDICATION IN THE CHILD’S BAG. All medications must be handed directly to an Educator
with the Medication form completed and signed. These forms are available in each room or from the
office. All medications will be kept in a locked cupboard, and unused medication must be collected at the
end of each day by the parent.
The Medication form must be signed at the end of the day by the parent to acknowledge that the
medication has been given.
Those children who are asthmatics and use a ventilator will need a covering letter from their doctor to
remain in force for a certain period (maximum six months). If further treatment is needed or
recommended, a new sheet must be completed. At the end of the six months another covering letter will
be required.
Injections will not be administered by Educators at our Centre unless a covering letter from a physician is
held to state the child may suffer from anaphylaxis. In this case an Epi-pen must be held at the Centre at all
times that the child is present.

Sick Children
We like to keep our children as healthy as possible. Therefore, children showing symptoms of heavy colds
or other infectious illnesses need to be protected at home until the child is over the illness. Educators have
the right to send home any child whom they consider is not well enough to attend.
It is the parent’s responsibility to inform the Centre of any infectious or contagious disease their children
may have contracted so we can inform other families in our Centre. A copy of exclusion periods is
contained in this handbook.
In cases of minor ailments, parents are asked to use their own judgment as to whether a child is fit to
attend. We follow the exclusions table published in the “Staying healthy in Child Care”.

Source: https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf

CHILD PROTECTION
The Centre has policies and procedures to ensure the safety of all the children while attending the Centre.
Areas covered in these policies include:
Arrival and Departure Policy – to ensure only authorised persons are collect children from the Centre and
procedures to follow in the case of any disturbance.
Supervision Policy – Children must be supervised at all times.
Child and Youth Risk Management Strategy – Procedures to follow if any form of child abuse is suspected.
Also ensures security screening for Child Care Workers – All Educators, volunteers, students must have a
Positive Notice blue card for Child Related Employment as set by Child Protection Act 1999 and Commission
for Children and Young People Act 2000.
Family Violence/Domestic Violence Policy – To ensure all children are protected in all avenues of their lives.
Children in Family Proceedings Policy – Keeping the Centre informed of any changes of custody
arrangements.
Excursion Policy – To maintain children’s safety while on excursions away from the Centre.
Parking Lot Policy – To ensure the safety of our children, families, Educators and community at all times in
and around the Centre.
These policies are available for perusal in the Parent Information Folder in the foyer or parents can receive
their own copy on request to the Director.

EXCURSIONS
The Centre will have a variety of shows, presentations and excursions in and out of the Centre throughout
the year. Excursions are very beneficial in adding to the overall learning and growth of the children’s whole
development.
It is a regulatory requirement that for any excursion out of the Centre grounds a permission slip is
completed and signed by the parent before the child can attend. A Risk Assessment is completed for each
excursion.
There is sometimes an extra charge involved with excursions and we appreciate parent involvement to
assist with supervision. Children not attending excursions will be fully supervised at the Centre.

CAR PARK POLICY
For the safety of all children and adults who use our service, Gatton Child Care Centre has implemented a
parking lot policy. Due to high volume of traffic in the parking area our children are at risk of injury.
During all drop off and pickups, all cars MUST:

•
•

Park in designated parking spaces; and
Have engines TURNED OFF (The carbon monoxide fumes enter the building and may cause
breathing problems for the children and Educators. Cars have been known to “jump” out of gear
and move. A child may enter a running car.)
Children must always be transported in approved car restraints.
Very young children are not to be left unattended in a car.

Failure to adhere to the policy will result in the following:
➢ The driver will be given a verbal reminder to follow the policy.
➢ Continued abuse of this policy may result in loss of services at this Child Care Centre.
➢ In the event of a child/children not being transported in proper restraints, an Educator will
telephone the police to report the incident.

BIRTHDAYS
Birthdays are special times for children and the Centre enjoys sharing the occasion as well. We invite you
to bring along a cake to help celebrate their special day but please be mindful of peanut allergies.

HOME TOYS
While we do not wish to dampen your child’s enthusiasm, we would appreciate it if toys brought from
home were limited to those received on a special occasion (e.g. birthday). Treasures can be lost and
broken. Please leave them at home as we take no responsibility for loss.
Your child is encouraged, however to bring any type of interesting specimen or object to enrich the science
program, e.g. rocks, shells, flowers, insects, animals. Tame and friendly pets are welcome guests on prearranged days. Plants, shrubs or trees potted for inside or outside are gratefully received.

LOST PROPERTY
Parents are asked to check their child’s belongings each afternoon. Lost articles will be placed on lockers in
each room. If your child’s items are named, we have a better opportunity to return them to their rightful
owner.

PARENTAL PARTICIPATION
Parent and families involvement is very welcome at our Centre. Parents are invited to come and join us at
any time. We recognise that most parents who place their children in child care are working parents and
therefore their time is limited. Some simple and practical ways to enhance our program would be to:
•
•
•

Bring items from home – photos, pictures, posters, a book, something for the science/nature table,
dress up clothes
Sharing hobbies or interests, e.g. cooking, music, storytelling, pottery, puppet making, etc.
Collecting scrap materials for use in collage and art work

•
•
•
•
•
•
•
•
•
•

Having lunch at the Centre with your child
Helping with excursions
Reading notice boards and newsletters
Sharing your child’s birthday cake at the Centre
Attending parent gatherings
Talking with Educators and other parents
Offering suggestions which may improve the function of our Centre
Organising a visit from a pet
Providing items from other countries and cultures for children to look at
Providing musical instruments (with a musician if possible).

GENERAL RULES
To help Educators keep the Centre a safe place for your child, we ask families to abide by certain safety
regulations as follows:
1.

Please ensure all doors are closed/locked behind you.

2.

Parents or other visitors are NOT permitted to smoke in the Centre grounds including the Centre car
park.

3.

Children will not be allowed to go home with a parent/guardian in contravention of a custody/court
order held at the centre.

4.

The Educators are obliged to contact police if any adult/ guardian/ parent is intoxicated as a result of
alcohol or drugs when they arrive to collect their child.

5.

Any parent/guardian/adult showing aggressive behaviour towards others in our Centre will be asked
to leave.

6.

Children are encouraged to wear shoes to and from the Centre to protect their feet from any
dangerous items outside the premises.

7.

Children must not be left unattended outside the Centre, especially in a vehicle.

8.

The Centre must be notified as soon as possible of any change of address or telephone numbers
(work or home), including emergency contacts.

9.

Medications are not to be kept in children’s bags. There is a special lock-up cupboard for storing
medications. Please hand all medications to Educators.

10. Always make sure your child’s Educators know when you bring your child and when you take them
home.

CENTRE POLICIES AND PROCEDURES
We ask that all parents are aware of and follow all Centre policies. These policies are reviewed and
updated on a regular basis. Our current policies are available for borrowing at any time from the office.
Please take the time to read these and make comments. These policies protect your child and we value any
ideas and input you may have. When a new policy is formulated or an old one updated it will be available
for parents and Educators to read and comment on before it is put into practice. On these occasions please
take the time to read them.

HELPFUL TELEPHONE NUMBERS
Child Care Information Service (07) 3224 4225 or Freecall 1800 637 711
8.30am to 5.00pm, Monday to Friday
Police, Ambulance, Fire
Gatton Police
Gatton Ambulance
Gatton Fire & Rescue
Gatton Hospital
Toowoomba Hospital
Electricity Outages
Breastfeeding Helpline
Parentline
Child Safety After Hours Service Centre
Lifeline
DV Connect Men’s Line
Women’s Health Support Service
Child Health Line
Reading Writing Hotline
Centrelink
Centrelink Multilingual
Translating & Interpreting Service
Community Upcoming Events

000
4631 6999
3436 7100
5468 3300
5468 4188
4616 6000
13 6262
1800 686 268
1300 301 300
1800 177 135
13 11 14
1800 600 636
1800 017 676
13HEALTH (13 43 25 84)
1300 655 506
13 6150
13 1202
13 1450
www.lockyervalley.qld.gov.au

OTHER INFORMATION THAT MAY BE USEFUL
Starting Blocks is a free statewide information service provided by AUSTRALIAN CHILDREN'S EDUCATION &
CARE QUALITY AUTHORITY (ACECQA). The service has a number of publications that may be useful. These
include:
•
•

Guide for Choosing Quality Child Care
Understanding Child Care

A number of Information Sheets are also available. These publications can be found on the service’s
website at https://www.startingblocks.gov.au/
For more information you may wish to contact your nearest office of the Department of Education and
Training or visit their website earlychildhood.qld.gov.au/early-years

Thank you for choosing
Gatton Child Care Centre for your child.
We look forward to a long and happy
relationship.
Remember, our Centre is a place for you
and your child. We welcome your
interest, participation and suggestions.

