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Welcome to our Cenire

This booklet is to provide parents with information about the
Centre: our education and care programs, and the
management and policies of the centre.

The Aldinga Community Children’s Centre is a Long Day Care
centre located in a quiet area next to the Aldinga
Kindergarten, Aldinga Community Centre and Symonds
Reserve in central Aldinga Beach. We have natural spacious
gardens with excellent play facilities to promote optimum
physical development, and plenty of room for the children to
run around, have fun and explore.

Our centre is licensed to care for 12 children from 3 months-2
years, 15 children from 2-3 years and 28 children from 3-5.5
years of age. We aim to keep our fees as low as possible and
offer a range of sessions and times to suit most families.

Qur centre has a warm and welcoming educational team who
pride themselves in providing high quality childcare to the
community. Reflecting the National Quality Framework,
educators aim to create positive learning environments and
guide experiences for each child in conjunction with their
families. Educators will observe children and facilitate their
learning to support and enhance their development. This will
provide each child with an individualised ‘Learning Story’
portfolio by documenting their learning throughout their time
with us. Children and their families will be encouraged to
participate in the ongoing process fo promote engaged
learning.

We believe that healthy eating is vitally important in early
childhood development and our cook provides a multicultural,
diverse range of nutritionally balanced meals.

The Centre welcomes families from diverse cultural and
linguistic backgrounds. Bilingual staff can be arranged to assist
children in settling into the Centre. This booklet can be
translated infto  community languages if required.

Hours of Operation

6.30am - 6.30pm Monday - Friday
We are closed on public holidays.

Childcare places are offered according to availability and
‘priority of access' guidelines set by the Government. These
guidelines give a high priority to parents who are working,
seeking employment, or studying/training for future
employment.

Where a place is not immediately available, the child’'s name
may be placed on a waiting list. It is important that families
make contact with the centre at least monthy to ensure they
remain on the waiting list.

Enrolment Procedures

The Director or Administration Officer will go through the
enrolment process with all new families. Relevant information is
discussed and recorded, including emergency contact
details, health information, immunisation status and dietary
requirements. Time is spent discussing policies and practices,
the payment of fees, and communication procedures,
booking holidays and use of sick days with a medical
certificate — Children are allocated 42 days of allowable
absence per financial year.

New parents and children are shown around the centre and
infroduced to staff members.

For families from non-English speaking backgrounds, an
interpreter may be arranged to assist with the enrolment
process and to help children settle into the centre.



Parents are encouraged to bring their children for at least 3
transition visits prior to commencing care and to leave them
for about 10 minutes during their second and 30 minutes for
their third visit (Fees are not charged for these transition visits).
During these important transition visits, the room educators will
explain room transitions and routines, their room program, and
any other important information you may require. Educators
will aim to get to know you and your child during these visits,
building the strong foundations of relationships to support your
child's transition to care. Educators regularly refer to the ‘Circle
of Security’ attachment theory in day-to-day practices. This
theory focuses on building relationships, providing a safe,
secure, and reliable base and acknowledging and validating
children’s emotions. Educators are then able to understand
children’s behaviours as emotional expression and work on
meeting the child's needs at its core.

Parental Involvement

We encourage parents to participate in the centre and be
involved in their children's care and education: Our National
Quality Standards committee develops and monitors our
policies and practices to ensure a high standard of care.
Regular communication, by formal and informal means,
promotes our partnership with parents. Posters and notices are
frequently distributed on our Community Notice Board and
centre Facebook page. Notices may also be distributed into
parent pockets in the foyer. We organize social occasions and
working bees.

Parents are able to talk informally with staff on a daily basis or
may like to make an appointment for a longer discussion or
meeting.

We aim to have at least one parent representative from each
section of the centre on the Management Committee.
Parents are welcome to visit or phone the Centre at any time.

Management of the Centre

Management Committee:

The Management Committee is made up of the Director,
parents and a staff representative who meet monthly. The
Centre is managed on a daily basis by the Director and
overseen by the Management Committee which is elected at
the Annual General Meeting held in September of each year.
Parents are encouraged to be involved with the committee or
sub-committees convened for particular purposes. For
example, Employment, National Quality Standards, Finance,
Policy, Grants and Work Health Safety. The minutes of each
meeting are displayed on the office noticeboard in the foyer.

The Role of the Parent Representatives

The parent representatives provide a means of
communication between parents and the commitiee
independent of staff.

The parent representatives aim to make Management
Committee processes and decision making visible and
accessible to parents.

National Quality Standards

The Centre is currently validated by the Australian Children’s
Education and Care Quality Authority. To achieve this, a centre
must reach an agreed standard on all aspects of quality
childcare reviewed by the Quality Improvement System.

The state body for South Australia is the, Education and Early
Childhood Services Registration Board of South Australia.

The Centre's Composite Quality Profile is displayed in the office
and reflects the rating in all areas of our service.

Policies

Policies are written to ensure consistent, best practice by staff.
The Management Committee, parents and staff review the
policies. We have a wide range of policies that cover a
number of different topics such as Fees, Grievances, Sun



Protection, Administration of Medicine, Child Protection and
many more.

The Policy Folder can be viewed af the desk in the foyer and
parents are welcome fo ask for copies of policies at any fime.

Daily Operations

Settling in

Children may be unsure during their first few days at the
Centre, and also very tired. It is an emotional strain for children
to adjust to their new environment — even if a child seems 1o
be coping well.

We request that you stay with and settle your child for a short
time on arrival. Never leave without saying goodbye, it may
teach your child to distrust you.

On arrival:

Please sign your child in on the daily attendance sheet.
Help your child to place belongings in their locker.
Take your child to greet a staff member.

Write any information staff may need on the daily sign in sheets
and/or find an educator to give a verbal handover to. For
example, if you have a change of contact phone number,
where you will be for the day or if someone else will be
collecting your child.

Note: Please advise who is going to be picking up the
child/children by clearly writing their name on the daily
aftendance sheet. We will ask for photo identification upon
arrival to ensure that the person does have authority to collect.
We will not allow them fo leave the Cenire with another person
without your proper authority.

Leaving at the end of the day:
Help your child to collect any belongings, paintings efc.

Ensure that you connect with a staff member for any
communication from the child’s day.
Remember to sign your child out.

Please note: If a child is not collected before closing time -
6.30pm, a late fee applies: $50 for the first 15 minutes (or part
thereof), an additional $30 for every 15 minutes (or part thereof)
after that.

Excursions

Excursions and local walks are an important part of providing
experiences which extend the children’s knowledge, interests,
and connections with their community.

On enrolment, parents sign a general consent for local walks
which may be arranged spontaneously. Parent's written
consent is obtained for all other excursions.

Parents are encouraged to join in wherever possible.

Accident & Emergency

The Centre has formulated a detailed policy which includes
procedures to minimize risks to children and adults. Whilst the
Education and Care Services Regulatfions state that at least
one educator must hold the relevant childcare first aid
quadlifications at any given time, we aim to have most staff
within the building with active and approved childcare first aid
qualifications.

Evacuation diagrams are displayed prominently in the centre
and are reviewed annually. Emergency evacuation drills are
practiced and reviewed at least 4 times a year.

It is important that contact telephone numbers for parents and
emergency contacts are kept up to date. Enrolment forms will
be distributed to centre users in January of each year to obtain
updated information.



Health

One of our most important goals is to provide a safe and
hygienic environment that will promote the health of the
children and staff. As a general principle, children and adults
should not attend the Centre unless they are well and able to
cope adequately with the normal daily routines and activities.

If a child becomes unwell at the Centre staff will inform parents
and keep the child comfortable unfil parents can arrange
pick-up. Refer to policy ‘Infectious diseases' for further details
regarding exclusion periods.

Please inform the centre if your child has an infectious iliness so
that other parents can be nofified of the illness. This will be
done by placing a notice in the foyer and/or the entry doors
to each room.

We follow the Government’s Exclusion Policy Guidelines which
are reproduced for your information.

Immunisations

Due to government regulations, we require an updated copy
of your child/ren's Immunisation History Statement. (Please
note that each time your child/ren is vaccinated we require an
updated Immunisation History Statement for our records). This
can be accessed by your Medicare online account through
MyGov or contacting the Australian Immunisation Register on
1800 653 809.

This can be emailed to admin@aldchildcare.com.au

Grievance Procedures for Parents

We encourage parents fo build strong relationships and
maintain good communication with the educators who care
for their children. If parents have a concern in relation to their
experiences at the Centre, they should raise their concerns
initially with the staff member involved or the Team Leader. If
this is not possible or the matter is not resolved satisfactorily, the

concern should be taken up with the Director. (Refer also to
Parent Grievance Policy)

Leaving the Centre

At least two weeks’ notice is required in writing in the parent
communication folder if a child intends leaving the centre. The
government will not pay childcare subsidy for this week if no
notice is given, so full fees will be charged if your child does
not attend.

Nutrition

We provide safe, healthy, and nutritious food for children in a
positive environment. We aim to provide adequate nutrition
and also to promote the establishment of good food habits
early in life. We offer regular meals and snacks recommended
to provide a balanced diet and including culturally diverse
foods.

The weekly menus are displayed in the foyer.

Parents of children with special dietary needs are asked to
provide written detadils and medical confirmation of their
child's requirements and to be updated regularly.

Medications

Medications must be handed to a staff member and dosage
information written on the Medicafion Administration Form in
your child’s room. Unless written authority is given, medication
will not be administered.

Do nof leave any medication in your child’s bag or locker.
Please refer to Medicatfion Policy for details regarding
prescribed and non-prescribed medications, and forms to be
signed by parent and doctor for long term conditions such as
Asthma.



Please note: If your child has been prescribed an antibiotic for
any reason, they will not be permitted to return to care for 48
hours after their first dose. This is to ensure your child will not
have an adverse reaction to the antibiotic as well as giving the
antibiotic time to take effect against your child’s iliness.

Sun Protection Policy

The Centre uses a combination of sun protection measures
from 1 August to 30 April, and whenever the UV is 3 and above
at other times. Educators are encouraged to access the daily
sun protection  fimes  via the  Sunsmart  app,
www.bom.gov.au/sa/uv to assist with implementing this policy.
During these months the children must wear sun safe hats that
protect the face, neck and ears whenever they are outside,
i.e, Broad brimmed or legionnaires. (Baseball caps or visors are
not acceptable)

Children who do not have hats during this time will be asked to
play in an area protected from the sun (e.g, Under shade,
verandah or indoors) until you are able to have a suitable hat
delivered to the centre, or will be provided with one - The cost
of which will be billed to the parent/guardians account.

Hats are available for purchase at any time for $12.00 and can
be billed to accounts.

Sunscreen (SPF50+) should be applied by parents before or on
arrival and is re-applied by staff every fime the children go
outside.

We encourage staff and parents to model sun smart behaviour
at all fimes.

For further information refer to the Sun Protection Policy.

CHILD CARE SUBSIDY

The Australian Government is committed to providing families
with access to high quality, affordable childcare and provides
families with financial assistance to help cover the cost of
approved childcare through the Child Care Subsidy.

Child Care Subsidy

Child Care Subsidy is income tested and is paid directly to
approved childcare services to reduce the fees that eligible
families pay.

Who is eligible for the Child Care Subsidy?

e Your child must be attending an approved childcare or
registered childcare service.

e You or your parther must be an Australian citizen, a
permanent resident living in Australia or be exempted
from the Australian  Government's  residency
requirements.

e Children under seven years of age must meet the
Australian Government's immunization requirements or
have an exemption.

e You must be the person to pay the childcare fees.

e You can apply for the Child Care Subsidy in person or
online through the Department of Human Services.

More information regarding the childcare subsidy is available
on the My Gov and the Department of Human Services
websites.

From 7 March 2022, families with more than one child aged 5
or under in care will get a higher Child Care Subsidy (CCS) for
their second child and younger children.

If you require any further information about the service, please
feel free to contact us by phone, email or by visiting us af the

centre! @
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