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Quality Area 6: Collaborative Partnership with Families




Trundle Children’s Centre
Parent Handbook

Thank you for choosing to enrol your child at our Centre. We take our role in your child’s life very seriously and feel honoured to be part of their childhood journey and development.

Our Family Handbook provides important information you need to know to ensure the best possible start to quality education and care at the Trundle Children’s Centre.


Our Philosophy 
Nurture
At the Trundle Children's Centre we nurture each and every child. Children of all backgrounds, abilities and personalities are warmly welcomed into our inclusive and safe centre. In this environment children are free to be themselves, build relationships, create, learn and play. We believe all children are individuals. We nurture every child's own unique nature and gifts, responding to their individual needs. We prioritise building relationships with the children's families. This allows a better understanding of each child and how we can form connections and better nurture them. We believe a safe, nurturing environment provides the foundation for a child to form secure relationships with our educators and connections with the other children.
 
Engage
Once a child feels safe and loved they are then able to venture out and explore, discover, create and engage with the people and environment around them. We further this by engaging with each child on their level, considering their own interests and personal backgrounds. We engage via play, intentional teaching, creating, imagining, having fun and nurturing.

We engage with the environment around us, the children's families and the local community. We develop a strong relationship with families built on open communication and mutual respect. As a community run centre, in a small country town, we value and engage with our local community. This connection with our community brings great benefits to the centre, and a sense of belonging to the children.
 
Grow
We thrive on working as a team to help every child develop and grow. We delight in watching children develop skills whether it is riding a bike, catching a ball, self-regulation, building relationships or learning the names of colours, letters and numbers. We believe in the ability of all children to grow. We meet the individual child where they are, allowing the time, space and nurturing environment for them to develop at their own pace. All children and families at our centre are treated equally and are given equal opportunity to grow and learn. We engage specialists and additional support in consultation with families to ensure all children are supported, included and guided. 

We believe in preparing our children for life outside the centre. We provide children with skills to problem solve, communicate, build resilience, show empathy and other skills needed for the first year of school and beyond. We believe in preparing children to enter school as capable, resilient learners. Our educators are also continuously growing through professional development, self-reflection and review. This contributes directly to learning outcomes and growth in the children.


Service Information
The Trundle Children’s Centre (TCC) is a not-for-profit, community incorporated organisation. The Centre is managed by a voluntary committee, elected annually from parents, and interested persons.

TCC is licensed as both a Long Daycare (LDC) and a Pre School.
We have two classrooms: 
0-3  year old room- Joey’s Room (LDC)
3-5 year old room- Boomer’s Room (LDC and Pre School)

Long Daycare -We offer LDC children aged 16 weeks to 5 years old. LDC operates on a continuous basis 48 weeks of the year and booking commence from the first day the centre opens each year. Bookings are for the same days each week and can be either permanent bookings or casual. Children can attend 1-4 days a week, however we do recommend starting with part time care before increasing if possible.

3–5-year-old Children attending LDC sessions are included in the preschool program along with those attending preschool sessions.

Eligible families can apply for the Federal Government’s Childcare Subsidy (CCS) through Centrelink. CCS is applied by Centrelink directly to your child’s account at the Centre and helps to reduce your out-of-pocket expenses.

The NSW Government also currently provides funding to assist families with LDC costs for 3-5 year olds. However families must choose whether they receive the LDC subsidies or the “Free Pre School” subsidies. Both cannot be claimed.

Pre School – All children aged 3-5 are included in our Pre School program. The Pre School program is developed and implemented by our Early Childhood Teachers, Lauren Flavel and Ash Finn. The Pre School program focuses on school readiness activities and preparedness.

TCC receives Start Strong funding from the NSW Department of Education. This funding is what allows our centre is to offer 2 ‘free’ days of Preschool for children turning 3 on or before the 31st of July each year.

It is important to note our centre families can elect to receive either LDC fee relief or fee relief for Preschool. Both forms of fee relief cannot be claimed at the same time. The Director will provide information regarding both forms of relief when you enrol your Pre School aged child.

All Pre School bookings are for 2 days/ 15 hours a week only. If additional days are required over the 2 days, they will be booked as LDC. If you wish to have less than a 15 hour booking per week you are able to choose a long daycare booking instead.

Preschool runs Monday to Friday 8-3.30pm in line with what is subsidised by the NSW State Government. If you require after preschool care you can request a ccs booking from 3.30-5 currently at a cost of $35.00. If families are late to collect a child an automatic fee of $35 is added to the account via an After Pre School Care Booking. 

Weekly enrolments per child are capped at 4 days per week maximum unless otherwise allowed on a short-term basis due to family emergency and as approved by the management committee. 

Before and After School Care -Primary school aged children can attend Before and After School Care (BASC) at our Centre. CCS is available to eligible families of children using this service. Parents need to arrange transport to and from the Centre for BASC. This can be arranged by speaking directly to your local bus driver or Primary School. 

Operating Times 

During school terms LDC operates Monday to Friday 8am to 5pm. Extended hours are offered Tuesdays and Wednesdays from 7.30-5.30pm.  

Free Pre School is from 8-3.30pm with the option to extend these hours with an After Pre School Care booking from 3.30-5pm.

Before School Care is from 8-8.30 am.

After School Care for primary school is 3-5pm.

In term holidays LDC operates Monday to Thursday, with the Centre closed Fridays. 

Pre School does not operate during school term holidays. If Pre School children require additional days care in school holidays they will be booked as LDC sessions.

The Centre will be closed on all public holidays and for four weeks over the Christmas and New Year Period
Contact Information
Phone: (02) 6892 1022
Email:  staff@trundlecc.com.au or director@trundlecc.com.au 
Website: Childcare | Trundle Children's Centre | Trundle (trundlecc.com.au)
 
Management Structure
Approved Provider: Trundle Children’s Centre Committee 
President:		Ben Kerin
Vice President:           Matthew Watt	
Treasurer:	 	Bob Medcalf
Secretary:		Georgia Watt
Grievance Officer:	Helen Quade	

Director: Sarah Kilby
Nominated Supervisor: Sarah Kilby/Lauren Flavel/Ashley Finn and Ashleigh Farrar
Educational Leader: Lauren Flavel
Boomer’s Room Leaders: Lauren Flavel and Ashley Finn
Joey’s Room Leader: Ashleigh Farrar
Administration Officer: Kayleen Whiley
Our Staff
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Director – Sarah Kilby
Sarah holds a Bachelor of Law degree and has a vast knowledge of the intricate workings of TCC through her previous role as Secretary of the centre committee as well as a parent of children attending the Centre. Sarah’s prior experience working as a solicitor and a political advisor are a real asset to the TCC team.
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Educational Leader/Boomer’s Room Leader
Lauren Flavel holds a Bachelor of Education (Primary) and is currently completing a Certificate III in Early Childhood Education and Care through TAFE NSW, qualifying her as an Early Childhood Teacher under ACECQA guidelines. Lauren is an experienced School Teacher having worked at Tullamore Central School and Trundle Central School, as well as a Special Education Teacher at Parkes High School. As Educational Leader Lauren works to mentor staff and ensure of centre is providing the best level of care in line with the Early Learning Years Framework as possible.
Education Leader/Boomer’s Room Leader – Ashley Finn
Ash is a room leader in the "Boomers Room" at TCC and came to our centre with a wealth of experience from previous centres and a role as a nanny. Ash holds a Diploma of Early Childhood Education and Care and is studying a Bachelor Degree in Early Childhood Education. Since starting here in January 2022, Ash has made vast improvements in the 3–5-year-old space, in particular their transition to school. Ash believes in ensuring children leave our centre kind, empathetic children who are independent and capable learners. 
Full-Time Educator – Ashleigh Farrar
Ash is the room leader in the "Joey's Room" at TCC. Ash is very well-known to all the children at TCC. Ash holds a Certificate III in Early Childhood Education and Care. Since starting here in January 2022, Ash has discovered a real passion for Early Childhood and is skilled in the areas of early learning and childhood development. Ash believes in building positive and loving relationships with the Joey's and using routine to aid their development.
Part-Time Office Administrator Kayleen Whiley
Kayleen holds her Certificate III in Children’s Services & a Certificate in Multilit. Kayleen has 10 years experience in working with children and their education. Kayleen now assists Sarah in the office and is invaluable in all she does to help the centre run smoothly. Kayleen is the first face the children often see walking through the door and really makes the children feel special with her beautiful warm greetings. 

Additional Staff and Educators
Joey’s Room
Kristy Sunderland- Diploma in Early Childhood and Care
Meg O’Toole- Certificate III in Early Childhood and Care
Jess Jones- Working toward Certificate III in Early Childhood and Care
Mackenzie Horsburgh- Working toward Certificate III in Early Childhood and Care

Boomer’s Room
Jake Burgess- Certificate III in Early Childhood and Care
Debbie Stephenson- Working toward Certificate III in Early Childhood and Care
Kate Cummins- Working toward Certificate III in Early Childhood and Care

Casual Staff 
Elise Nixon - Bachelor Early Childhood Education
Becca Lewer- Certificate III in Early Childhood and Care

Our staffing levels enable the Trundle Children’s Centre to maintain child: staff ratios at all times, and according to regulations.
All our staff must maintain their First Aid, anaphylaxis and asthma certificates.
[image: ]We value, encourage and implement further training and development. All our staff are encouraged to attend both in-service and external training and workshops throughout the year
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National Quality Framework/EYLF
Our Service complies with the Australian Government’s National Quality Framework (NQF) which consists of the legislative framework of the Education and Care Services National Law and National Regulations, the National Quality Standard and a rigorous assessment and rating system. Our educational program and curriculum are based on the Australian Early Years Learning Framework (EYLF).

We are committed to providing a developmental and educational program which caters for each child’s individual needs, abilities and interests. Our educational program is delivered through an intentional, play-based pedagogy aligned to the Early Years Learning Framework (EYLF) V2.0. Our program continues to develop as we use the relationships children have with their families and communities, working in partnership with parents, to ensure each child’s knowledge, ideas, culture, abilities and interests are the foundation of our programs.

Throughout the day the children experience several different activities that are part of the educational and development programs designed by all our staff. Our programs are reviewed frequently and revised accordingly. Programs are designed based on age groups including 0-3 years and 3-5 years. 
The Trundle Children’s Centre provides a school-readiness program for children aged 3-5 years. This program is designed to provide opportunities for children to learn skills, strategies and gain exposure to activities preparing children for their transition to school. Our Early Childhood Teachers are focused on ensuring children leave our centre as capable learners. We enjoy a close relationship with both Trundle Central school and St Patrick’s school and work closely over the transition to school period.
The staff plan a daily program and observe the children in their care.  Their programs are designed to meet the needs and interests of the children.  Staff are trained to guide the children in their overall development.  Activities are designed to develop children’s cognitive, emotional, social, physical and self-help skills.
If we as educators have any areas of concern about your child’s development, we will inform you and share our observations and advise of follow up assistance. Early intervention is important and can make a big difference to a child’s development. There tends to be long wait lists for children to see specialists in our region such as speech pathologists, occupational therapists, and psychologists.  Due to these reasons, we have a strong focus as a team on open communication with parents about their child’s development. We understand this may be a sensitive topic and it is always your decision to follow up intervention. Educators are willing to discuss any aspect of learning and development with parents and support discussions with allied health professionals.

Regulatory Authority
Our Service is regulated by the national body for early education and care – the Australian Children’s Education and Care Quality Authority (ACECQA) as well as the state licensing department in our state. To contact our Regulatory Authority, please refer to the contact details below:

NEW SOUTH WALES
Early Childhood Education Directorate
NSW Department of Education	phone: 1800 619 113
Locked Bag 5107 PARRAMATTA NSW 2124
www.education.nsw.gov.au/ email: ececd@det.nsw.edu.au

Educator to child ratios (NSW) 

We comply with the National Regulations for educator to child ratios across our Service to ensure adequate supervision is provided for all children. Ratios are calculated across the service (not by individual rooms). This provides us with flexibility to respond to children’s interests and needs at different times during the day.

AGE OF CHILDREN:					EDUCATOR TO CHILD RATIOS:

Birth to 24 months						1:4
Over 24 months and less than 36 months			1:5
36 months up to and including preschool age		1:10

We aim to ensure are staffing levels are over and above the ratio required. This allows for educators to have more time to focus on and supervise children, prepare and implement engaging programs and activities, and ensure all educators got their off the floor programming time and lunch breaks.

Documentation of Learning/ Portfolios
Each child at the Centre has their own personal portfolio put together by our Educators who document their learning throughout the year. Our Service uses a variety of documentation to demonstrate learning which may include:

· observations- learning stories, captioned photos
· objectives for further development
· work samples- drawings, photos, recorded video
· Summative assessments and developmental milestone checks
· checklists and transition statements.

The individual child’s portfolio is maintained and used as a direct tool for evaluation and future planning within the Service’s program. You will be given your child’s portfolio at the end of the school year or as they finish at the service. We invite you to look at your child’s portfolio at any time you are in the Centre. If you are not sure where they are stored please ask us.

Communication 
We work in partnership with you and your family.  We support and encourage communication with your child’s educators about your child’s unique needs and their general enjoyment of their day at our Service. You are encouraged to talk to our staff at the start or end of each day. If you would like to meet with the Room Leader and/or Director at any time, please do not hesitate to request this. 

Our Service uses XPLOR to provide real time updates about your child. When we have added your child’s enrolment into our XPLOR system you will receive an email with a link which assist you to set up your own XPLOR app.

We have many types of communication we use for families, including:
· Newsletters
· Phone calls  
· Emails
· Letters
· Face to face 
· Weekly reports and observations via XPLOR
· Formal meetings

We encourage parents to continuously communicate with our educators. Feedback whether it is good or bad is always welcome and it is important you feel comfortable to let us know of any concerns you may have at any time. It helps us care for your child well if you communicate any changes in their routine, sleep, eating patterns, whether they are teething, if they skipped breakfast, or anything else that may be affecting them.

Please be aware our Educators no longer carry their personal mobile phones with them on the floor. Parents at times message educators on their personal phone with sick notes or changes to plans. From now on please ensure all messages come direct to the office on (02) 68921022 or via the XPLOR app. In 2026 Sarah Kilby will be in the office Monday, Tuesday and Friday and Kayleen Whiley will be in Wednesday and Thursday. We do check the landline messages so if we miss your call, please leave a voicemail.

Sarah Kilby can still be contacted on her personal mobile phone 0431813397 regarding bookings or any other matters. 

Enrolment Information
Prior to your child commencing at our Service, you’ll be required to complete an enrolment form, provide documentation and pay the $10 membership fee. 

If you require assistance completing the enrolment form, please contact our Director or reception staff for assistance.
We will require the following documentation:
· a copy of your child’s birth certificate or identity documents
· your child’s Medicare number (if available)
· certified copies of any court order, parenting orders or parenting plans
· an immunisation history statement from Medicare
This must show that your child is up to date with vaccinations for their age OR your child is on a recognised vaccine catch up schedule OR has a medical condition preventing them from being fully vaccinated. 

Family law and access
Our Service will uphold any responsibilities or obligations in relation to Family Law and access to the service. We require certified copies of any court order, parenting orders or parenting plans, relating to your child as part of the required enrolment documentation and request that if situations change, a copy of the Court Order is provided to our Service asap. Without a Court Order (family court orders and/or an AVO) we cannot stop either parent from collecting a child. Please keep us updated.

Inclusion of all children
If your child has a disability, please speak to our Director or the Room Leader prior to enrolment. We provide a supportive and inclusive environment that allows each child to fully participate in quality education and care. 

We aim to develop and sustain supportive relationships with families and encourage discussions about how we can support your child to have equitable access to resources and participation. If your child has a National Disability Insurance Scheme (NDIS) package, we may need your consent to make contact with services and/or therapists who are working with your child to seek information regarding their learning plan to support continuity of learning. 

Our Service may be able to apply for additional support through the Inclusion Support Program (ISP) to assist your child’s access. 




Authorised Nominees
You will be requested to provide information about authorised nominees on your child’s enrolment form. These are persons that you provide permission to:
· collect your child from the service
· provide consent for medical treatment for your child from a medical practitioner, hospital or ambulance service
· provide consent for the transportation of your child by an ambulance service
· provide consent to go on an excursion.

Please understand that it is essential we have up-to-date information on your child’s enrolment record in case of an emergency. It is important that you notify the Director or Administration Office of any changes to enrolment information including:
· your residential address
· health of your child
· telephone/mobile numbers
· contact details for any parent or authorised nominee
· family changes (parenting orders)
· emergency contact information details etc. 

Excursions
Excursions are an important and valuable part of learning in early education. They expose a child to a range of different experiences and help them to observe and understand the world around them. For any excursion or regular outing in our community, we will complete comprehensive risk assessments 
to minimise any identified risks as part of our planning for excursions.

We provide parents with information about the excursion in advance and require written authorisation for each child to participate on an excursion. Authorisation for regular outings such as library visits will be gained once every 12 months. 



Photographs, social media, promotion
As part of the enrolment process, we will also ask for your permission to take photographs and video of your child during normal activities and excursions for sharing with our parent community through social media and/or to promote our Service to the community through marketing and promotional materials. Photographs and video may also be used as part of our observation and programming process. We completely understand if you do not wish for images of your child to be used for these purposes and respect your decision.

In line with state regulations Families and visitors cannot use their personal devices in the centre. This includes a ban on using devices to photograph or film children at events. We understand this can be difficult on special occasions and we will always organise for a staff member to take lots of photos on these occasions to provide directly to families. 

Medical conditions- Allergies, Asthma, Diabetes or Epilepsy
It is vital that we are aware of any medical condition including diabetes, epilepsy, allergies, eczema, asthma, risks of anaphylaxis of your child including any potential triggers. Families are required to indicate any allergy or asthma on the enrolment form. 
Our Service requires a Medical Management Plan or ASCIA Asthma/Anaphylaxis Action Plan to be completed by your General Practitioner to assist in managing your child’s needs. This needs to be provided prior to your child’s commencement at the Service. In consultation with the Nominated Supervisor, you will be asked to develop a Risk Minimisation Plan and Communication Plan to assist our educators and staff. Any prescribed medication that your child may require must be provided each day they attend our Service. 

To ensure the safety and wellbeing of your child, please update your child’s Medical Management Plan/ Action Plan every 12-18 months or whenever a change in their medication or treatment occurs. (Australasian Society of Clinical Immunology and Allergy) (ASCIA).  

Fees, rebates and attendance
FEE STRUCTURE 2025
	LONG DAYCARE
	FULLDAY 8-5PM
	HALF DAY 8-12.30PM OR 12.30PM-5PM
	EXTENDED HOURS 7.30AM-5.30PM TUES/WED
	EXENDED HOURS FREE PRESCHOOL

	BOOMER’S ROOM
	$120
	$60
	$141
	$41

	JOEY’S ROOM
	$131
	$65
	$141
	

	CASUAL DAY
	$140
	$70
	
	

	PRESCHOOL 8-5PM Currently offered as 2 “free days”
	EQUITY
$50 (REDUCED TO $0 FOR 2 DAYS THROUGH START STRONG FUNDING)
	NON EQUITY
$45 (REDUCED TO $0 FOR 2 DAYS THROUGH START STRONG FUNDING)
	
	

	BASIC FEES
	BEFORE SCHOOL CARE 8-8.30AM
	AFTER SCHOOL CARE Primary School 3-5PM
	AFTER PRESCHOOL FEE 3.30-5PM
	

	
	$16
	$35
	$35 
	

	
	
	
	
	



Statement of fees
Each fortnight we will send you a fee statement via email. Please check these statements to ensure all details are correct and accurate. If there is any discrepancy, please contact the Director as soon as possible. 

Families are encouraged to check statements and invoices for any changes to CCS entitlements. On occasion CCS payments vary or even cease due to circumstances outside the Centre’s control. If the CCS payments are not being made accounts build up very quickly. Monitoring of CCS payments is the responsibility of the family not the Centre. 

Please note we do charge full fees on public holidays even though the centre is closed. This is due to the fact that all permanent staff still need to be paid on public holidays. Families still receive CCS on public holidays. On days the centre has elected to close such as the Fridays in term holidays or for a whole centre PD there are no fees charged.

Please keep an eye on your payments and contact Centrelink as soon as possible if for any reason they vary of stop.

Payment methods
· Fees can be paid by direct deposit through your personal banking.
· Families will be issued with invoices for fees on a fortnightly basis in arrears. 
· Full payment must be made within 14 days of each invoice date. Please see the attached fee policy for our procedures if invoices are not paid in full.
· In the event CCS eligibility has not been finalised or for any reason has not been paid by Centrelink families are still required to pay invoices issued by the centre as above.

Child Care Subsidy (CCS)
Child Care Subsidy offers assistance to families to help with the cost of child care aged 0-13 years. There are 3 factors that will determine a family’s level of Child Care Subsidy, which include: 
· Combined annual family income
· Activity test – the activity level of both parents
· Service type – type of child care service and whether the child attends school

Families who wish to receive Child Care Subsidy as reduced fees must apply through the MyGov website. This includes completing the Child Care Subsidy activity test.  Child Care Subsidy is paid directly to our Service to be passed on to families as a fee reduction. Families will contribute to their childcare fees and pay the difference between the fee charged by our Service and the subsidy amount received. This is called the ‘gap fee’.
On enrolment we will need the Customer Reference Number (CRN) of the person linked with the child, along with the child’s CRN so we can confirm the attendance and ensure that you are receiving the appropriate subsidy. 

Complying Written Agreement (CWA)
A Complying Written Agreement (CWA) is an agreement between our Service and a parent or guardian to provide childcare in exchange for fees. The CWA includes information about your child’s enrolment including your child’s full name and date of birth, the date the arrangement is effective from, session details and details of the fees to be charged. Before Child Care Subsidy can be paid, you must approve the enrolment information within the CWA via the MyGov website.

Once we have enrolled your child on XPLOR you will receive an email with a link requesting you to sign the Complying Written Agreement. Once this has been signed our XPLOR system can communicate with Centrelink and CCS payments can start being made.

Absences
We encourage families to notify the Service as soon as possible if your child will be absent for any day or session you have booked. It is recommended that absences are notified to the Service by email or through our app XPLOR app.

[bookmark: _Hlk132290613]Child Care Subsidy will be paid for any absence from an approved child care service your child attends for up to 42 days per child per financial year. Full fees are payable for absences after the initial 42 days. Additional absences beyond 42 days may be approved for specific reasons with supporting documentation. Please talk to the Nominated Supervisor about additional absences. 

You can access your child’s absence record on your online statement by selecting 'View Child Care Details and Payments' on your Centrelink online account. You can also do this using the Express plus Families mobile app

If your child has not attended our Service for 14 continuous weeks, your child’s enrolment will be cancelled, and Centrelink will stop paying your CCS subsidy.

[bookmark: _Hlk132100830]Child Care Subsidy (CCS) is generally not payable for absences on the first or last days of enrolment.  If a child is due to start enrolment on a set date and does not attend, CCS will not be paid until the child physically attends.  Also, if the child does not attend care on their last booked day, CCS may not be paid for any period after the child’s last physical attendance at the service.  There are some circumstances where CCS may be paid in these situations, please speak with the Nominated Supervisor for further information.

If you are experiencing financial hardship, please speak to the Director. Additional Child Care Subsidy (ACCS) may be available to support your family. We may be able to organise a payment plan before your fees go into arrears. 

Withdrawal from care/Reducing Enrolment Days
We require 2 weeks written notice to withdraw and/or reduce enrolment days for your child/ren from any permanent booking. Children are not able to attract CCS for any days after the last day your child physically attends our Service. There are some circumstances where CCS can be paid after the last day your child physically attends with an approved reason.
  
Service Policies and Procedures
You will find a copy of our Service policies and procedures in the foyer at the Parent Information stand. 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 National Regulations. 

Educators cannot make exceptions for individuals unless the 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 procedures adhere to the needs of our families and meet required regulations.  Your involvement helps us to improve our Service and may lead us to change our policies and procedures. 


Orientation-Preparing for your child’s first day 
Orientation is an important start for your child and family to connect to our Service. We encourage each child to attend our Service in the company of a family member before they start their first day with us. This gives you and your child the opportunity to gain an understanding of our program, the lay out of the room, where to put your child’s belongings, provide educators with additional information about your child and how we can best support their transition and settling in period. The Director will contact you to arrange suitable times and days for visits. 

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 with them. 
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Arrival and Departure
Each day, you must sign your child in upon arrival and sign out upon departure. We are required by legislation to maintain our attendance record at all times. This record may be used in the event of an emergency situation at the Service. Failure to sign your child out may result in late fees being charged to your account. The sign in/out IPAD is located in front of the office window.

Our staff have a duty of care to your child and will only allow your child to be released into the care of either a parent, guardian or an authorised nominee as listed on your child’s enrolment record.  If your child needs to be collected by another person for some reason, we will require your written permission and will need to see photo ID from the person collecting your child.


The first day/week
The first day in a new service is a big step for you and your child. Please don’t be alarmed if your child experiences some separation anxiety. This is normal and our experienced educators will assist you and your child through this transition period.  There may be tears and extra tight hugs when saying goodbye for the first few weeks but there are always cuddles, reassurance and genuine care from educators for both the children and their families. Sometimes this experience is upsetting more so for the family, not the child. We understand this and offer support through phone calls during the day, photos and open communication.

Saying goodbye
We ask that families always say goodbye to their children as they leave. We completely understand the temptation to ‘sneak off’ without saying goodbye! However, studies show that while the act of saying goodbye to children (even babies) seems trivial or even seems to be more upsetting, it actually builds trust, reduces separation anxiety and teaches emotional resilience. 

We will always let you know if your child becomes too distressed at any point of the day.
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WHAT YOUR CHILD NEEDS

	
	
16 weeks – 3 yrs
Long Day Care
	
3 – 5 yrs Preschool &
Long Day Care
	
After School Care
	
Half Day
(AM / PM)


	FOOD
	Afternoon Tea, Lunch and drinks
Bottles and milk
	Afternoon Tea, Lunch and drinks
	Enough food and drink appropriate for the age of child and length of stay
	AM:,Lunch and drinks

PM: Afternoon Tea, Drinks

	BEDDING
	Cot Linen and bed sheets are provided
	Stretcher sheets are provided
	N/A
	N/A

	CLOTHING
	2 sets of spare clothes
4 sets if the child is being toilet trained.
6 Disposable Nappies
Nappy creams if required
	Change of clothes(4 sets if toilet training) including underwear and socks.
6 Pull up nappies if toilet training
	N/A
	Change of clothes including underwear and socks, nappies if needed

	OTHER
	Hats for all seasons and warm clothes for outdoor play, sleeved shirts in summer
Comforter and Dummy if used
	Hats for all seasons and warm clothes for outdoor play, sleeved shirts in summer
Comforter if used
	Hats for all seasons and warm clothes for outdoor play, sleeved shirts in summer
	Hats for all seasons and warm clothes for outdoor play, sleeved shirts in summer



· A simple morning tea of fruit and yoghurt is provided in both rooms. If you are concerned your child will not eat this morning tea you are welcome to still pack some extra food.
· Only water or milk is to be sent for a child to drink. We discourage any cordial or juice. 
· All belongings are to be clearly labelled with child’s full name.
· Sunscreen is provided (provide own sunscreen if child/ren have special requirements)
· Families are encouraged to send their children in suitable play clothes (tops with sleeves in summer, jumpers in winter) and footwear (no thongs) to enable them to enjoy the activities provided.
· We encourage parents to follow the Healthy Lunch Box guidelines attached to this handbook. We only allow water in drink bottles. Please ensure grapes, apples and other fruits/vegetables are cut into safe sizes for children as they are a choking hazard. Please do not pack other known choking hazards such as marshmallows and popcorn.
· We have a no toy from home policy at the centre. Comforters such as dummies, bunnies, sleep toys are however allowed. If a family is finding it difficult to navigate the morning routine without the child bringing a toy from home we will allow the child to have the toy for a short period and once settled the toy will be placed in a safe spot in the office.
· We will never deny a child a dummy if they are distressed, upset or require the dummy for sleep times. Dummies will however be routinely removed while ever the child is engaged in happy play throughout the day. This is to encourage children’s speech, interactions and friendships. We ask families to provide a named, hard cased container for dummies to be placed in throughout the day. If your child is 3 and over an educator will at some stage discuss your plans for continued dummy use with you and we will work with the children to gain additional skills in self regulation over time. 

Behaviour Guidance
We encourage children to engage in cooperative and pro-social behaviour. We give children the opportunity to self-regulate their behaviours during play to develop their confidence and self-esteem. Educators follow a Behaviour Guidance Policy that extends across the whole Service giving consistency of expectation in all rooms. We use a positive approach to guiding children’s behaviour to help them develop a respect for others, for property and respect for self.  If you require further information on this policy, please ask educators and refer to our Policy manual.

Birthdays
It is very exciting for a child to be having a birthday. If a cake is required for a child’s birthday it is recommended that cupcakes be provided as this reduces the major allergy risks associated with most other cakes and helps us to provide a hygienic celebration with only the birthday child blowing out the candles on their cake.  Families are required discuss cake options with educators prior to the celebration to ensure any allergies are allowed for. 

Sun Safety 
We work in compliance with the National SunSmart Early Childhood Program to ensure children’s health and safety is maintained at all times. We use a combination of sun protection measures whenever the UV Index Levels reach 3. We monitor the UV index levels daily and schedule outdoor activities when levels are safe. Our outdoor environment provides shade for play experiences, and we conduct regular risk assessments to ensure the play space and equipment is safe for children. We complete daily Playground Surface Temperature checks during summer months or extreme hot weather to check for potential hazards.

 Children and educators must wear hats and appropriate clothing, including footwear (when it is hot) when outside. Educators will encourage children, including by way of modelling behaviour, to avoid excessive exposure to the sun and to wear suitable sunscreen (at least SPF30 or higher broad-spectrum water resistant), which is reapplied according to the manufacturer’s recommendations. In the Summer months 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. Consent to apply sunscreen is included in our enrolment form.



Child Illness
We understand the demands of working and trying to juggle sick children. We face them too! However, we all need to work together to try and avoid what can feel like a never ending cycle of sickness. 
 Most parents know when their child isn’t well enough to attend, and we trust you will not bring a sick child to the centre.
 However, if while in our care your child becomes ill, displays an unknown rash, or acts out of character, you may be called to come take your child home. Failure to respond courteously to calls to collect children from the centre may be a breach of our family’s code of conduct. 
We encourage parents and carers when assessing if their child should attend childcare to ask themselves:
· Is my child well enough to comfortably take part in the day’s activities?
· Will my child pass on their illness to other children or staff?

· Will my child's carer be able to care for my child without it impacting on their ability to care for other children?

· Have you needed to give your child medication such as Panadol or Nurofen before attending the centre? 
· If I felt like this, would I go to work?

The following criteria will be considered in determining if your child must go home:
· Fever of 38c degrees or higher.
· Unknown rash
· Highly contagious condition such as conjunctivitis, head lice, chicken pox, strep throat, mumps etc.
· Diarrhea or vomiting.
· Persistent cough for an extended period of time. 
· Green runny nose.
· General distressed, upset and out of character behaviour also including the child saying they feel sick. 

Your child may return to the centre after:
· Obtaining written verification from a doctor (check with your educators if this is necessary)
· Fever free for 24 hours without the aid of fever reducing medications
· In the case of chicken pox, when all the lesions are scabbed over.
· In case of head lice, following treatment with appropriate shampoo so that all nits and eggs are gone
· In case of contagious illness, your child should take an antibiotic for 24 hours before returning.
· In case of persistent cough, 24 hours without the aid of medication
· 48 hours after last episode of vomiting or diarrhea. 

EVACUATION
In case of emergency, the Centre evacuation procedures are practiced with children every 3 months. A copy of the evacuation plan is on display at each exit point.
These drills are carried out in a well-organized and orderly manner.
 An evaluation of the procedure is kept on file.

ACCIDENT AND INJURY
In case of an accident or illness occurring at the Centre, the Co-Ordinator will contact parents if deemed necessary. 
As a matter of extreme importance parents must ensure that the Centre has up to date emergency contact numbers. 
An incident report will be filled out on the Xplor app, detailing the accident and signed by the staff who observed and administered first aid, as well as any witnesses. 
The authorized supervisor and parent’s signature will also be required.

EXCURSIONS
Excursions are a part of early childhood learning and from time to time these are arranged for the children. A note will be sent out to all parents about forthcoming excursions. If you would prefer your child not to take part in these outings, please see the Co-Ordinator for alternate care arrangements. Parents are welcome to join us on excursions.
For our regular excursions around town, such as to the library, the two schools or to the main street, a general permission ote will be signed at the commencement of each year. We will always notify families of any regular excursion we plan to attend ahead of time even though we hold a general permission note.

GENERAL SAFETY
We request that parents supervise children when departing from the Centre by holding hands, this will ensure that accidents will be prevented.
Please ensure that the gates are closed properly at all times.
We also request that parents please do not leave any child or children in the car when dropping off or picking up. 

NON-SMOKING ENVIRONMENT
The entire building and surrounding grounds are strictly non-smoking at all times.

MAINTAINING RECORDS
Any changes to the information on the children’s enrolment form needs to be communicated to the Centre so that staff and management are aware of your current needs and the needs of the individual children. 
Please see the Co-Ordinator or Administration Staff to update enrolment information on the form provided by the Centre.

BUS CHILDREN
Parents from out of town may arrange with their school bus driver to drop off and pick up children at the Centre. This is an private arrangement between the parents and the driver/bus line operator. Buses are not obliged to take Pre School children on the bus, rather they do so as a community service. 
All children are dropped off at the Centre in the morning and are met at the gate by a member of staff who will then sign them in on behalf of the parent/caregiver.
In the afternoon, the staff will sign the child out and meet the bus at the Centre bus stop.
Parents must sign a bus permission note at the time of enrolment.
Please refer to the Bus Arrival and Departure Policy for more details
SCHOOL OPTIONS
[bookmark: _Toc455356582][bookmark: _Toc455417491][bookmark: _Toc455356583][bookmark: _Toc455417492]In Trundle, there are two (2) options for schooling.
Trundle Central School
[bookmark: _Toc455356584][bookmark: _Toc455417493]Trundle Central School is a state government school catering for children from kindergarten through to Year 12. This school is a member of the Western Access Program where schools combine to deliver specialist teachers to deliver programs to children in each small, rural Centre. 
[bookmark: _Toc455356585][bookmark: _Toc455417494]Saint Patrick’s Parish School
[bookmark: _Toc455356586][bookmark: _Toc455417495]St. Patrick’s is a catholic school catering for children from Kindergarten to Year 6. This school is a member of the Forbes-Wilcannia Catholic Diocese. The diocese includes twenty-two parishes in an area containing 18 catholic schools.
[bookmark: _Toc455417496]At St. Patrick’s a welcoming community is fostered that celebrates the individuality of each of its members and encourages the students to know, seek and live the truth as global citizens. The focus of education at St. Patrick’s is to assist the integration of faith, culture.

We have a great relationship with both schools and work closely together, particularly through the transition to school period. 
We will provide information on both Transition to School programs to parents as soon as it is provided to the Centre. 


Parent Acknowledgement 
I/We have read this handbook carefully.  I/We understand the commitment that you are undertaking providing education and care for our child, and our responsibilities to the Service. 
[bookmark: _Hlk128576685]I/we have completed the enrolment form at the Service and provided the required documentation for our child.  I/We have read and agree to comply with the requirements set out in this handbook and in the Service’s policies.
I/we agree to notify the Trundle Children’s Centre of any changes that may affect the education and care of our child (changes to court order, parenting orders, authorised nominees, Medical Management Plans, medication etc).

	Family Name
	
	Date
	

	Parent Name
	

	Child/ren’s Name
	

	Parent/Guardian Signature
	

	Parent/Guardian Signature
	



Please any what skills talents, interest and culture that you and your family (not forgetting grandparents) are able to share with the Service.
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