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St Mary MacKillop
EARLY LEARNING CENTRE
Welcome
The educators at St Mary MacKillop Early Learning Centre welcome you to the Centre. We
hope that you find your time with us a rewarding experience for both you and your child.

General Information
In 2004, the Townsville Catholic Diocese became the first diocese to provide Catholic
Education by offering high quality care and education to the youngest members of our
community. We hope by working together, we can offer a support service for the whole family.
As a team we are dedicated, professional and caring people. We aim to provide care and
education of the highest quality to you and your children in a loving and nurturing environment.
As dedicated early childhood professionals, our educators are up to date with all current
regulations and accreditation requirements. We attend seminars and regular in-service training
sessions, assisting us to maintain a very high standard of care and education.
St Mary MacKillop Early Learning Centres provide you with a service that is educational for
children and comfortable for parents. We provide a warm, safe nurturing environment that
will allow children to grow and develop at their own pace. We respect the individuality of all
children and their families and recognize that every child is unique. We strive to promote a
mutually beneficial partnership with all families and the wider community, integrating culturally
diverse backgrounds, beliefs and attitudes.
We hope that you and your family settle in this centre and you can become fully involved in
the education of your child for many happy years.
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Philosophy
Our philosophy is to provide a welcoming environment where parents and children feel
comfortable and content. Educator-parent communication is a very important aspect of this.
We acknowledge and respect children as unique individuals and are mindful of their dignity.
With this in mind, we will offer care and support for children with additional needs.
We strive to promote a mutually beneficial partnership with all families and the wider
community, integrating culturally diverse backgrounds, beliefs and attitudes.
We provide a safe, positive and nurturing environment understanding that children need this
security for their growth and development. Independence, problem solving, grace and courtesy
are fostered in such an environment.
Acknowledging the environment as teacher, we provide a learning environment that entices
and intrigues, encouraging children to become meaningfully engaged.
We believe children develop skills through the process of exploration within an educational,
play-based curriculum.
We acknowledge that each child is a spiritual being: we will respect their individual relationship
with God.

Core values






Children are intrinsically motivated and they will succeed when their learning
activities incorporate movement and opportunities for independence
Children will become self-disciplined when they are empowered to choose
learning activities designed for specific developmental and learning needs
Each room in the centre is a respectful community of mixed-age learners
Rooms and other centre spaces are learning environments prepared with
curriculum and materials
Parents understand and support the purposes of the centre; they are partners.

Goals of St Mary MacKillop Early Learning Centre





To recognize and meet the needs of the children and families in our care.
To provide a warm and caring environment that values and respects each child’s
unique characteristics and capabilities.
To ensure that each child feels safe, secure and happy.
To provide flexible, child-centered programs which promote each child’s physical,
social and emotional, intellectual, language and creative development.
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To provide a balance of learning experiences that are appropriate to the
changing needs, interests and abilities of each child who develops at his / her
own pace.
To provide programs that are based on ongoing observations of children and
which are continually evaluated to determine whether they are supporting
children’s individual needs and interests.
To enable children to explore, experiment and take risks in an environment that
is both challenging and supportive, promoting problem-solving abilities and
personal autonomy.
To provide a setting in which all cultural backgrounds and beliefs are respected
and valued.
To assist children in the development of social skills needed to form positive
relationships with other children and adults.
To form partnerships between educators and parents that are based on trust,
sharing and respect for each other.

Non-Discriminatory Access
St Mary MacKillop Early Learning Centre aims to represent the diversity of the lives of the
children, families and educators of the Centre. Our program reflects our commitment to
human rights, dignity of the individual, multiculturalism, social justice and diversity of religious
beliefs.

Compliance under the National Quality Framework
To operate an early childhood education and care (ECE service in Queensland), a Service
Approval is required to comply with the National Quality Famework. From the 1st July 2010 the
centre introduced a compliance history log book containing all formal notices to be kept at the
centre. A compliance notice contains information that a licensee is required to record in the log
book. To view this information the compliance log book is available in the foyer.
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Programming
St Mary MacKillop Early Learning Centre offers an educational program for all ages from birth
to 6 years. All programs are displayed on the notice boards in your child’s room. The program
is developed using the Early Years Learning Framework (EYLF). This is Australia’s first national
Early Years Learning Framework for early childhood educators.
The first step to programming is for the centre to develop a philosophy. A philosophy is the
critical study of fundamental beliefs aimed at incorporating our viewpoint, thinking, values,
attitudes and ideas to offer the best possible learning environment. It provides the foundation
that supports everything that happens within the centre.
The main focus of the program is the children. As Early Childhood Professionals we look at the
whole child to consider whether the play is individual or as a group. We also consider the
surrounding environment, the resources being used and the experiences. All of these practices
influence the observation.
We record the observations by, writing what we see, taking photos, collecting finished products
from children and talking to parents and children. All of this documentation is kept to give
educators a comprehensive picture of the child’s time in the centre. Educators then set aims
and goals for the children that are developmentally appropriate for their age.
From the observation we will plan an individual or group experience, taking into account the
diversity (range) of the children within the group.
Educators will evaluate the experience and the influences that may have affected the outcome
e.g. The environment, the routine, educator’s interactions. Evaluation is ongoing and is an
important part of the process to ensure children’s learning; development, interests and wellbeing are supported. Educators consider the outcomes of the evaluation for further planning.

The Early Years Learning Framework (EYLF)
The aim of this document is to extend and enrich children’s learning from birth to five years
and through the transition to school.
Fundamental to the Framework is a view of children’s lives as characterised by belonging, being
and becoming. From before birth children are connected to family, community, culture and
place. Their earliest development and learning takes place through these relationships,
particularly within families, who are children’s first and most influential educators. As children
participate in everyday life, they develop interests and construct their own identities and
understandings of the world.
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Belonging
Experiencing belonging – knowing where and with whom you belong – is integral to human
existence.

Being
Being recognises the significance of the here and now in children’s lives. It is about the present
and them knowing themselves, building and maintaining relationships with others, engaging
with life’s joys and complexities, and meeting challenges in everyday life.

Becoming
Children’s identities, knowledge, understandings, capacities, skills and relationships change
during childhood. They are shaped by many different events and circumstances. Becoming
reflects this process of rapid and significant change that occurs in the early years as young
children learn and grow. It emphasises learning to participate fully and actively in society.

The Framework conveys the highest expectations for all children’s learning from birth to five
years and through the transitions to school. It communicates these expectations through the
following five Learning Outcomes:
• Children have a strong sense of identity.
• Children are connected with and contribute to their world.
• Children have a strong sense of wellbeing.
• Children are confident and involved learners.
• Children are effective communicators.
The Framework provides broad direction for early childhood educators in early childhood settings
to facilitate children’s learning. The Framework is designed to inspire conversations, improve
communication and provide a common language about young children’s learning among children
themselves, their families, the broader community, early childhood educators and other
professionals.
(Extract taken from The Early Years Learning Framework for Australia)
Programs developed with the EYLF are displayed within the rooms.
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Centre Routine
6.00am - 7.30 am

Indoor Family Grouping

7.30am - 9.00 am

Babies move into the baby unit.
All other groups move outside for outdoor program.

9.00am - 11.30am

Individual Group Programs Indoors

11.30am - 12.30 pm

Lunch

12.30pm - 2.30 pm

Quiet Rest Time & Indoor Activities

2.30pm - 4.00 pm

Indoor Program
Afternoon Tea

4.00pm - 6.00 pm

Outdoor Program

This is an example of a centre routine. Routines will vary, please refer to your own centre for your
child’s daily routine.

Educators
 All our educators are carefully selected for their training, experience and interest in the
care and education of young children and their families.
 Our educators consist of Director, Assistant Director, Lead Educators and Assistant
Educators. We are also fortunate to have access to an experienced Childcare
Consultant.
 All educators hold “Working with Children” blue cards, first aid certificates and have
participated in child protection training.
 Educator’s photos are displayed in the foyer for your perusal and qualifications can be
sighted on the information boards in each room.
 Educator levels are provided in excess of Child care Regulation requirements.
 Educators are encouraged to attend in-service trainings and skills are upgraded with
frequent communication within the Centre as well as regular meetings once a month.
 Above all else, our educators are encouraged to work as a team to provide quality
consistent care.
There will be times when the centre provides the practical training component for secondary
students studying childcare either through TAFE or school. These students are under constant
supervision and an evaluation report is completed for the training organisation.
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Baby Sitting
The Centre does not under any circumstances provide baby-sitting or childcare services other
than those provided at the centre during its prescribed hours of operation. The centre while
complying with all statutory requirements and regulations regarding educators makes no
representations as to the competence and / or suitability of persons employed by St Mary
MacKillop Early learning Centres other than their suitability and competence to properly
discharge their duties while at the centre.
The centre does not encourage educators to enter into private arrangements with parents for
babysitting outside of the prescribed hours of the centre. If parents and educators choose to
make private arrangements for babysitting these arrangements are not endorsed by the centre
and the centre takes no responsibility nor accepts any liability in relation thereto.

Parent involvement
St Mary MacKillop Early Learning Centre is an exciting learning environment for young children.
Low shelves are filled with boxes, trays, containers and baskets and each of these is filled with
colourful, intriguing objects and natural materials for sorting, sequencing, mixing and arranging.
In time, each child learns about sizes, shapes, colours, sounds, mathematics, reading, writing,
science and geography. Our program is holistic and fosters healthy growth in all areas of
development.
To carry out the program we need parents to participate in many ways. We need you to share
with us any religious, cultural or special input for your children. Let us know if situations at
home are changing and keep us informed of any ongoing therapy or treatment your child/ren
may be receiving.
Parents are welcome to join us at any time. Special activities will be organised for Centre or
Room Celebrations. We realise that parents have a busy and demanding role, but urge you to
involve yourselves as much as you can in the activities of the centre. It is important to you,
your children, and to us, that you know what we are doing and have a chance to contribute.
Some ways in which parents may contribute are:








To attend parent meetings.
To make programme suggestions.
To provide special resources or activities e.g. Cultural, vocation or hobby.
To read newsletters, and contribute to them.
To assist with excursions
To contribute to the philosophy and policy development
To assist with fundraising

Our Centre has an ‘OPEN DOOR’ policy. This means that you are welcome to visit our centre at
any time.
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Policies
The centre has a Centre Policy Document containing our policies on a wide range of
topics. Parents are welcome to access this folder in the foyer or in each room.

Religious Education
Goals of Religious Education
The Religious Education of children in St Mary MacKillop Early Learning Centres seeks to foster
their
 Growth in relationships with God
 Knowledge and understanding of God as revealed in Jesus
 Understanding of Catholic traditions and their full participation in the life of the
community
 The parish is where the young person should learn the meaning of worship, encounter
Christ in sacraments, and share in the practical outreach of the Christian community in
mission to the world
 Religious education programs – in St Mary MacKillop Early Learning Centres – provide
both informal and formal teaching in matters of belief, values and practice that equips
the child, according to each stage of development, for a free and intelligent expression
of personal faith within the family, Christian community and wider society.

Teaching and Learning
1. In providing religious education in Early Learning Centres, we recognise that what we
do will vary according to the age of the child. We should therefore be concerned with
providing environments, practices and activities that are age appropriate.
2. To help children develop early values such as cooperation and sociability so that they
understand and practice the concept of:
 Sharing
 Taking turns
 Helping each other
 Cooperating with routines
 Involving themselves in activities
 Controlling emotions
 Gentle play
3. To help children develop confidence in themselves so that they:
 Relate positively to educators and other adults
 Enjoy activities that are arranged for them
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Regard the Early Learning Centre as their second home where they are welcome
and loved

4. To develop in children a basic familiarity with the life of Christ and Christian belief.
5. To ensure that parents are familiar with the policy and content of religious education in
the centre. (Please refer to Policy Booklet).

Resources
We maintain considerable resource information on a wide range of early education and
parenting topics. We encourage you to discuss the location of these resources with your centre
Director. The centre is developing a resource library and would be more than happy to
source any information you may be interested in for. Parents are welcome to have access to
any of this material either on a borrowing basis or sit and read it if you wish.

Communication
The aim of St Mary MacKillop Early Learning Centre is to be an extension of the home and to
continue fulfilling the individual families’ requirements for each child within the centre. To
achieve this, close, open and frequent communication must exist between the parents and
educators.
Arrival and departure times are valuable opportunities to exchange pertinent information
relevant to a particular day.
The Director of the centre will be available for interviews on any matter at mutually convenient
times.
Written daily reports are produced as a record of the events of the day. Regular newsletters and
information noticeboards are other methods, which are utilised to maintain communication.

Grievance procedures
If you have a concern with the care your child is receiving, please approach the Educator in
charge of the group to discuss it. If you are not comfortable with this, please talk to the
Director or the Childcare Consultant about your concern. We are keen to improve what we are
doing, but we cannot if we never hear about it.
If you still need further assistance you may contact the Office for Early Childhood Education and Care
at PO Box 5179, Townsville QLD 4810, OR phone 07 47583385.
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Thoughts on starting childcare from your child













Please plan the beginning of the day so that I don’t have to rush there or I get confused
or worried or irritable
Please don’t push me in the door and run. It makes me feel unhappy, as though you
want to get rid of me. Come and look with me at all the interesting things I can do
Please don’t slip away without saying goodbye, or I will be afraid that you will leave me
for good. When you leave tell me when you will be back and try hard to be on time or I
will worry.
Sometimes I will spend a long time making something and I am proud of it. If you call it
rubbish, half of it seems wasted. But if you show you value it too, even to say I have
been working hard on it, it makes me feel happy and successful and ready to tackle
more difficult things.
Please come and visit me and I will feel proud to say to my friends. “That’s my mummy
and daddy”, and to know you really care about what I am doing.
Please don’t discuss me when I am around. I don’t miss much and I worry about what I
hear. The Educator will be happy to find somewhere out of earshot to talk to you.
Please send me to childcare in clothes that I am comfortable in and easily washed, so
that I can play in them and not fuss about getting them dirty.
When you come for me, please don’t ask the Educator if I have been good. I try to be,
but sometimes things go wrong and I don’t want to be reminded of my mistakes
What makes me feel good is if you show that you are really pleased to see me, and are
ready to look if I have something to show you, the process of making it was very
important and this object is the result.
But most of all just love me!

Separation
It can be difficult for parents and children to say goodbye to each other. To make things a little
easier, here are a few suggestions to help.


Try organising yourselves the night before, (e.g. Lie out your child’s clothes and pack his /
her bag) and get up early enough so that your morning routine is not rushed. With less
morning stress, your child can arrive at Kindy in a calm, happier mood.



Keep good-byes short and simple. If your child keeps begging you to stay a few minutes
more and you relent, you set up a power struggle neither of you can win. Hug and kiss your
child and then leave while the caregiver finds an activity to distract him / her. Never sneak
out without saying goodbye. That can undermine your child’s trust in you.



Don’t let your child see that you’re sad or upset – it will make him / her all the more
anxious. Be reassuring and upbeat, reminding your child you will see him / her later in the
day. Tell your child what the two of you will do later when you pick him / her up, such as
read a special story, so he / she has something to look forward to.
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Give your child something personal of yours, maybe a photo of you or something that
reminds him / her of you, so he / she has a special reminder of you after you have left.

Most children will settle down within 2-5 minutes after you have left. But what if your child’s
not fine after you leave? If he / she’s crying for more than 10 to 15 minutes and the pattern
continues for more than a couple of weeks, this may be more than just a stage they’re going
through. Explore possible reasons by first looking at any changes at home that could cause him
/ her stress. For example, has he / she just become toilet-trained? Are either you or your
partner travelling a lot? Is there a new baby on the way? Are you returning to full-time work?
If nothing appears different on the home front, ask us what we think it might be. We will do
our best to help.

Fees and payment of fees
Enrolment Fee- Guardians will be required to pay a $25.00 enrolment fee for every new child
starting at the centre. The child will receive a St Mary MacKillop Early Learning Centre hat, shirt
and bag.
Bond Fee- A Bond payment of $100.00 is to be paid to secure a position in the Kindergarten
Program. To secure a position for new children to the centre a $100.00 Bond will be required.
Payment will be allocated to fees on enrolment. In the event that the enrolment does not
proceed the bond payment will be forfeited.
Weekly Fees- Parents will be required to pay the relevant fee less the childcare subsidy
(CCS) that they receive from the Government.
Childcare Subsiby (CCS) is the subsidy provided by the Commonwealth Government for
children in approved care. It is means and activity tested, and is paid directly to the Centre for
children whose subsidy has been approved. Conditions are:





the Centre has been advised that the CCS has been approved
the parent has completed the “Complying Written Arrangement”
the child has attended the Centre for the periods claimed (this must be verified by
attendance records)
the parents have paid their share of the fees.

From 2 July 2018, Providers and guardians will be required to enter into a 'Complying Written
Arrangement' for care to enable providers to claim CCS and ACCS on the guardians behalf.
To receive your subsidy you are required to apply through the Dept Human Services (DHS) and
register your child with the centre. The DHS will assess your details and will notify you of the
assessment outcome.
If you have not applied for the subsidy, or if you have not paid your fees, you become liable
to the Centre for the full childcare fees.
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Payment of Fees
The centre will require all parents who have regular bookings to sign an EZIDEBIT authority to
transfer fees from their bank accounts. The cost to parents for this service is $0.88 per transfer
from a nominated bank account or 2.2% per transfer from a nominated credit card. Receipts
issued to parents will be for childcare fees and not include any additional Ezidebit charges. Parents can
nominate the frequency (weekly or fortnightly) of payments. Fees are required to be a minimum
of 2 weeks in advance at all times.
The Gap Fee
Unless special circumstances prevail, parents are limited to receiving childcare subsidy for up to
100 hours per fortnight. If parents do not meet the “activity test” they may be limited to
receiving 24 hours of childcare subsidy per fortnight. These are assumed hours. That is, if you
are booked in for a full fortnight you will receive CCS for the 100 hours, even though the child,
in attending for 10 days, was here for fewer hours. With daily attendance, a child attending
for a day can receive CCS for 12 hours that the centre is open, even though the attendance
may have been for only 7 or 8 hours.
Fee Increases - We will try to keep fee increases aligned with increases in the CPI rates. These
will operate from the start of the year.
Fee Payment - It is a condition of enrolment at this centre that all parents agree to and sign an
Ezidebit authority. Any extra days other than the normal booked days will require cash payment
in advance. Any default in payment may result in termination of care. This will be at the
discretion of the Director. Please ensure all Fee Payments are a minimum of 2 weeks in
advance at all times.
Booked Time - Fees will be charged for permanent bookings even if the child has been absent.
This is necessary as a place has been kept for the child, and educators and facilities have been
provided.

Absences
Allowable Absences
If your child is absent, Childcare Subsidy is payable for up to 42 days per financial year.
Allowable absences include holidays and sick days.
Holidays
A holding fee of 50% of normal fees is payable for all holidays taken in full weeks. (Refer to Fee
Schedule) A full week refers to all days of normal attendance booked in the same week.
Formal written notice is required a minimum of 2 weeks prior to leave being taken. Holiday
forms can be collected from reception.
Public Holidays
Public holidays will be charged for at the normal rate.
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Rotating Shifts and Rostered Days Off
Childcare subsidy is payable for rotating shifts and rostered days off, provided that: the service
receives and has available for inspection a note either from the parent or their employer
verifying their rotating shift or explaining that their employment provides for rostered days off.

Termination
If you no longer require our services, you are required to give two weeks’ notice on a
Termination Form. Failure to give 2 weeks’ notice may result in full fees being charged to the
parent.
The Centre may terminate a child's position for:
 non-payment of fees
 excessive inappropriate behaviour
Any other reason at the discretion of the licensee

Delivery and collection of children
When delivering your child, please go through to the room. This gives you the opportunity to
get to know the educators that look after your child, to see what activities the group are
involved in, and to exchange information with the educators. Do not forget that the children
also get a kick out of having a parent see the work they have completed, and take an interest in
their group.
Attendance Book - When delivering and collecting children, it is essential that the parent or
guardian sign the attendance record book located in your child’s room. Parents are required to
record the time and sign beside the time, as well as write their name. It is a requirement by law
to keep an accurate record of attendance at the centre. When you sign the book you are also
certifying that your child attended on those days, and this is a link in the payment of your
childcare subsidy. This book is also used when practicing emergency evacuations to ensure
all children have been accounted for. We also ask that if your child is absent, you initial the day
of absence and record the reason. This will then coincide with the daily rolls that are marked
in the rooms.
Other Persons Collecting - If a parent / guardian are unable to collect their child from the
centre, they must authorise the Director in writing to allow the child to be taken by a nominated
person. Permanent authorisation can be completed on the enrolment form or in exceptional
circumstances; temporary notification must be given to the Director before collection time.
The nominated person must be an adult and will be asked to produce photo identification
before the child will be allowed to leave the centre.

Parenting orders
Guardians who enroll a child at St Mary MacKillop Early Learning Centre under the conditions of
a Parenting Plan or Parenting Order are to participate in a formal interview with the Director and
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or Childcare Consultant before enrolment commences. The plan will guide the Director in
ensuring the guardians understand their responsibilities to the centre as a condition of their
enrolment. The centre will require to have filed a certified copy of the order. The Director will
advise centre educators of their responsibilities in supporting the custody order. If there are
any discrepancies, educators should bring them to the attention of the Director as soon as
possible, and where possible before a situation arises.

Taxi Policy
Parents using a Taxi service to have children picked up from St Mary MacKillop Early Learning
Centres must organise themselves with the taxi company to do the following:
 Inform the taxi driver that he / she will need to enter the centre facility to identify him /
her and to sign your child /ren out on the attendance record.
 Inform the taxi driver that they are to produce to the Director ID with number for us to
identify them
 It is the centre’s policy to only release children to an authorised person, therefore it is
imperative that the taxi company understands the above policy and that the parent
informs us once a taxi has been ordered.
NO RESPONSIBILITY IS TAKEN BY THE CENTRE FOR THE CHILDREN ONCE AN AUTHORISED PERSON
LEAVES THE CENTRE WITH YOUR CHILD
Children Not Collected - The centre closes at 6.00pm. If children are not collected we will
endeavour to contact you through all emergency contacts. If you are unavailable, we will then
contact the local authorities and the child will be placed in their care awaiting your collection.
Late collection may incur an extra fee. This fee will be $20.00 per 15 minutes and part
thereof per child.

General safety
St Mary MacKillop Early Learning Centre is designed and built according to safety regulations
and complies with all Australian Safety Standards.
 Cleaning agents and disinfectants are correctly labelled and stored in a secure signed
location
 Electrical appliances and power points are not accessible to the reach of children
 Hot water taps are tempered
 Children are excluded from the kitchen, laundry and educator’s room areas.
 Mops and mop buckets are stored out of reach of children
 First Aid Kits are accessible by the educators of each room and are maintained on a
monthly basis
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Injury and illness
The Storage and Administration of Medication
If your child requires medication while in our care you are asked to fill out and sign the
medication book located in your child’s room. The completed medication form is to be handed
to an educator along with the medication. Medication will be stored in the baby unit fridge or
in a locked box in the fridge of each room. It will be administered according to your written
instructions and the instructions on the label. Medicine will be administered by the Director
and will be countersigned by the administering educators at the time of dosage. We are not
able to give a child medicine without written permission. This includes non-prescription
medicine. (All medications must have a pharmacy label stating the child’s name, date and
recommended dosage)

Accidents and Emergencies






All educators employed at our centre are required to have a current First Aid
Certificate.
If your child has an accident at the Centre, and if the injury is of a serious nature,
parents will be contacted immediately.
If we consider it necessary, the Centre will call an ambulance. These actions may be
taken without first consulting parents if we judge the situation to require immediate
action.
If a family member is not available, an educator will accompany the child to the
hospital/clinic.
Incidents of a non-serious nature, and the treatment administered, will be entered into
the incident book. Parents will be notified of the incident or injury when the child is
collected, and will be required to sign the book acknowledging the incident.

ALL EDUCATORS HOLD A SENIOR FIRST AID CERTIFICATE AND UPDATE CPR ANNUALLY.

Illness and Infectious Diseases
No child showing the symptoms of a fever, diarrhoea, vomiting, or other infectious/contagious
illnesses (refer to the table below) may attend the Centre. The child must remain at home for
the period specified by the health department or doctor. A doctor's certificate stating that the
child is well enough to resume care is required for the child to be readmitted. If your child
becomes ill while in our care, the parent/guardian will be contacted to pick up the child as soon
as possible.
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GUIDELINES FOR EXCLUSION FOR INFECTIOUS DISEASES
RESPIRATORY COMPLAINTS
Condition

Exclusion Period

Bronchiolitis
Bronchitis

A child with bronchiolitis should stay at home until they are
feeling well.
A child with bronchitis should stay at home until they are
feeling well.

Conjunctivitis

Children with infectious conjunctivitis should be excluded until
the discharge from the eyes has stopped.

Croup

A child with croup should stay at home until they are feeling
well.

Ear infections (otitis)

A child should not attend the education and care service if there
is any fluid coming out of the ear.

Influenza

People with influenza should stay at home until they are feeling
well.

Sore throats & Strep throat

Children with sore throats should stay at home until they are
feeling well. Children with sore throats caused by bacteria
should stay at home until they are feeling well and have had
antibiotic treatment for at least 24 hours.

Tuberculosis (TB)

People with TB should be excluded until they have a written
clearance from their treating medical practitioner.

Whooping cough
(pertussis)

Children with pertussis should be excluded for 21 days from the
onset of symptoms, or until they have taken an appropriate
antibiotic for at least 5 days.

GASTROINTESTINAL COMPLAINTS
Condition
Diarrhoea and Vomiting
(Gastroenteritis)

Exclusion Period
Children, educators and other staff with infectious diarrhoea
should be excluded until the diarrhoea has stopped for at least
24 hours.
After a maximum of two episodes of Diarrhoea, parents will
be contacted to collect their child.
After a maximum of two episodes of Vomiting, parents will
be contacted to collect their child.
A written clearance from a medical practitioner must be
produced for the child to return to care.
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Condition
Campylobacter /
Cryptosporidiosis

Exclusion Period
Children should be excluded until diarrhoea/vomiting has
stopped for at least 24 hours.

(Severe Gastroenteritis)
Giardiasis (giardia)

Children with Giardia infection should be excluded until
diarrhoea has stopped for at least 24 hours.

Rotavirus
(Mainly affects children
under 3 years

People with Rotavirus should be excluded until diarrhoea has
stopped for at least 24 hours.

Salmonella

Children with Salmonella should be excluded until diarrhoea
has stopped for at least 24 hours.

Shigella
(Children with this infection
may become seriously ill &
need hospitalisation)

Children should be excluded until diarrhoea has stopped for
at least 24 hours.

Worms

Exclusion is not necessary.

SKIN COMPLAINTS
Condition

Exclusion Period

Chicken Pox
(Varicella)

Children with varicella should be excluded until all blisters
have dried. This is usually at least 5 days after the rash first
appeared in non-immunised children, and less in immunised
children.

Cold Sores
(Herpes Simplex)

Exclusion is not necessary if the person can maintain hygiene
to minimise the risk of transmission (i.e. does not pick or
scratch the sores and practises effective hand hygiene). If the
person cannot do this, they should be excluded until the
sores are dry. Sores should be covered by a waterproof
dressing, where possible.

Human Parvovirus B19
(also known as Erythema,
Slapped Cheek Syndrome,
Fifth disease)
Hand, Foot and Mouth
Disease

Exclusion is not necessary.

Children with hand, foot and mouth disease should be
excluded until all blisters have dried.

19

Condition
Head lice
(pediculosis capitis)

Exclusion Period
Children do not have to be sent home immediately from an
education and care service if head lice are detected. The child
may return to the education and care service as soon as
‘effective treatment’ has started. An effective treatment is
when a treatment is used and all the lice are dead.

Measles

Children with measles should be excluded for at least 4 days
after the appearance of the rash.

Pet bites and scratches

No exclusion necessary, although any wound should be
treated seriously.

Ringworm

Children with fungal infections of the skin, scalp or nails
should be excluded until the day after appropriate treatment
has been begun.

Roseola

Exclusion is not necessary; however, the child should stay at
home until they are feeling well.

Rubella
(German Measles)

People with rubella should be excluded for at least 4 days
after the appearance of the rash and until the person feels
well.

Scabies

People with scabies should be excluded until the day after
they have started treatment.

Scarlet Fever

Children with sore throats should stay at home until they are
feeling well. Children with sore throats caused by bacteria
should stay at home until they are feeling well and have had
antibiotic treatment for at least 24 hours.

School Sores
(Impetigo)

Thrush
(Candidiasis)
Warts

Children with impetigo should be excluded until appropriate
antibiotic treatment has commenced. Any sores on exposed
skin should be covered with a watertight dressing.
No exclusion necessary.
Nil

Note: All weeping wounds/sores, which have developed scabs, are to be covered at all times
with water tight dressing to avoid infection and blood contaminations to others. Once scabs
are healed child can commence play without dressing being applied.
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Immunisation and exclusion policy
We strongly recommend that all children be fully immunised. To this end we require parents
to provide the centre with a copy of the child’s immunisation records and to continue
to provide updated records as children are vaccinated. If the centre has been notified
of an infectious disease outbreak e.g. measles or mumps, it is our policy to exclude any
child that has not been immunised or has not updated their immunisation records, until
further notice.

Absentees
It is advisable to notify the centre if your child will not be attending due to illness or any
other reason, on his/her booked days.

Head lice
If a child is found to have live lice or eggs while at the centre, the parent will be contacted
to collect the child and take all the necessary procedures to treat the lice. The treatment
must consist of;
a) Treating the child’s hair
b) Combing through the child’s hair with a fine tooth comb to remove all dead lice and
eggs. Please note that all eggs may not come out. You may need to individually pull
the eggs from the strands of hair or continue with step c)
c) Each morning comb through the hair with conditioner, wiping the comb onto a
tissue. This will indicate when the eggs have hatched and re-treatment will need
to commence
d) Repeat daily until all lice and eggs have been removed.
Head lice are very contagious and should be treated seriously. A child can return to the
centre, once the treatment has been completed. Please refer to the Centre Policy
Document for more information.

Emergency evacuations
Fire
The Centre has a documented fire policy.
 Fire drills are practiced regularly.
 Fire exit routes are on display in each room, and fire safety equipment is regularly
maintained.
 The day for the fire drill and the person responsible for calling the drill will be
decided at the educators meeting at the beginning of each month.
 Educators are responsible for ensuring that all children are escorted to the
designated area. As soon as the alarm has been raised the Assistant Educator is to
collect the attendance records while the Lead Educator conducts a head count. Once
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in the designated area, the Lead Educator is to immediately conduct a Roll Call to
ensure all children, educators and volunteers have been accounted for.
The Director will collect the emergency contacts list and call the Fire Brigade.
The Director and the person who called the fire will complete the fire drill book
Parents are welcome to inspect our fire policy in the Centre Policy Manual.

Lockdown
The Director will sound the alarm in the event of an aggressive adult or threat that may
cause harm to educators or children. Once the alarm has been raised, all Assistant
Educators are to immediately lock all exit points to their rooms. The Lead Educator will calmly
move all children to the furthest point of the room, where they will conduct a roll call and
wait until further notice is received. The Director will deal with the threat and call the police.

Cyclone
The centre has a documented cyclone policy. Children should not attend the centre if
a cyclone is imminent or in progress. In the event of a cyclone threatening the Townsville
region, parents should listen to the local radio station (4TO – 102.3 FM) from 6.00am for an
update. If the announcement is made for GENERAL CLOSURE, this means all schools and
early learning centres are closed. If the warning is forecast during the day, the centre will
remain open and the children cared for inside until at such a time that parents are able to
collect their children from the centre. If in doubt please feel free to call the centre or
check with the local radio station or the Townsville Catholic Education website.

Gates / Doors
The gates from the courtyard into the play yards have been placed to ensure the safety of
all children. Parents please do not allow your child / children to enter the courtyard without
adult supervision. The centre cannot accept responsibility for children let into this area.
The doors at the entrance of the centre are to remain closed at all times. As this is
the immediate entry to the carpark, an adult when arriving or leaving the centre must
supervise all children.

Smoking
St Mary MacKillop Early Learning Centre is a non-smoking environment. Under no
circumstances will smoking be permitted on or around the premises by educators, parents
or visitors. People who wish to smoke need to leave a 5 metre buffer zone from the land
boundary.
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Health and Hygiene
Nutrition
The centre does not supply meals. We encourage the children to bring healthy meals from
home. Food suggestions and guidelines are readily available throughout the centre. When
booked in for a full day your child will require three nutritious meals, morning tea, lunch
and afternoon tea.
Early childhood is an important time for children to develop healthy eating habits. We
encourage parents to provide their children with nutritious foods such as sandwiches,
yoghurts, cheese, fresh fruit, dried fruit, salads, meat, or vegetables.
We do not permit children to bring lollies, chocolate, creamy buns and cakes or chewing gum.
There are children in the centre from time to time that have severe allergic reactions to
nuts, especially peanuts. Because of this, the centre adopts policies and procedures with a
view to ensuring we are a nut free zone. It is appreciated while we are unable to guarantee
this, all reasonable and possible steps are taken to seek to comply with this mandate.
Parents of children with nut allergies are encouraged to seek further information about
the policies and procedures in place at this centre in seeking to determine the suitability
of their child for enrolment. All nut products are excluded from the centre. This
includes peanut butter, nutella, muesli bars and biscuits that contain nuts. (Refer to
centre policy for more information)
Fruit juice and milk drinks are to be limited. Please provide only one drink, as water is readily
available for the children to access throughout the day. All food items must be individually
labelled and placed in the fridge as per room requirements.
Nutrition and Dental Health
Our educators will take every opportunity to explain food values to children when they
eat. Discussions will involve talking about different foods and how they relate to the growth,
development and wellbeing of all children. Educators will endeavour to support family
and multicultural values.
Children are encouraged to swish and swallow with water after every meal as a prevention
of tooth decay.
Sleep/Rest
0-2 years
Babies are given a number of opportunities to sleep throughout the day. Parents are asked
to supply a cot-sized sheet, but pillows, cot bumpers and heavy blankets are discouraged
from being used. Children are placed to sleep on their back with their feet at the end of
the cot.
2-6 years
Children are given the opportunity to rest or sleep during the day. Older children can
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also choose to participate in quiet activities as a form of relaxation and reflection. Please
provide cot sized linen and a cloth storage bag clearly labelled for each child. This will be
stored at the centre until the last day of the child’s week. We will then ask that you take this
home with you to launder and return fresh for the new week.
The centre has a written Sleep, Rest and SIDS Prevention policy. Please refer to the Policy
Document for further recommendations.
Clothing
Summer
Parents should apply sunscreen to children in the mornings on or before arrival. Sunscreen
will be applied to all children at regular intervals, unless otherwise directed by a parent,
when filling out permission on enrolment forms. Hats are required for all children,
preferably wide brimmed or legionnaire’s hats.
Children should wear practical clothes to enable them to participate in all activities
provided. (No singlets or singlet tops as shoulders need to be covered) This can include
climbing, painting, water play, and sand play just to name a few. Spare clothes should be
provided to allow educators to change children. Please refer to the centre’s Sunsmart
Policy for further information.
Winter
All children will continue to have sunscreen applied at regular intervals throughout the
day. Clothing for this time of the year will need to be supplied at the discretion of the
parent. Educators will monitor the comfort of the children and change their clothing
accordingly. Please note; hats will need to be worn outside.
HATS ARE NOT OPTIONAL, “NO HAT – NO PLAY”. SLIP, SLOP, SLAP
Hygiene
Children and educators are required to practice good hand washing techniques. On arrival
to the centre, educators, parents/carers and children should wash their hands. It is a part of
the children’s routine to wash with soap before and after eating, after blowing their nose,
after playing outside as well as toileting.
Educators wear gloves when:
 Handling food
 Toileting children/babies
 Handling blood or other bodily secretions
 Other conditions make it necessary.

Rooms are cleaned with sanitizer. Tables and chairs are cleaned with warm soapy water
or disinfectant. Floors are cleaned and mopped twice daily or more frequently if required.
The Centre has a well-documented hygiene policy. Parents are welcome to inspect our policy
in the Centre Policy Document.
24

BREAKFAST
Educators will be able to offer breakfast to children who arrive at the centre before 7.30am.
If you wish for your child to have breakfast on arrival, please provide all that is required
and speak with the centre’s opening educators. We do appreciate that you are all very
busy working parents and this is the time of day when the majority of children start to arrive
at the centre. We also appreciate that it is important that educators make themselves
available at this time of the day to supervise and interact with the children, greet parents
and children on arrival and help with the settling procedures. The educators begin to
separate groups at 7.30am ready to go outside to play, as the early morning children have
been at the centre for some time. As the outdoor environment does not allow for the
centre to promote effective and current food safety practices, breakfast can not be
served during this time. If your child requires breakfast after 7.30am educators will be
more than happy to offer your child’s breakfast with their morning tea. (Refer to centre
routine)

BEHAVIOUR MANAGEMENT
At St Mary MacKillop Early Learning Centre we believe that a happy child is a child who
has developed self-discipline. Children are very sensitive human beings and often need
to be guided to foster a feeling of independence and self- worth. Positive guidance is
used in the hope that children learn to accept limits and rules to develop self-discipline
and self-control. Children function best in an environment where there is freedom within
structure. Well defined limits are necessary in order for a child to feel safe and secure.
Our concern as educators and carers is with the development of internal control, which
enables an individual to choose the right behaviour because it is right for them and right
for the community.
Inner discipline is something, which evolves. It is not something that is automatically present
within the child. The role of the adult, when working with the child, is to be a model and
guide while supporting the child as they develop to the point where true inner discipline has
reached. We know this level of discipline has been reached when children are able to make
appropriate behavioural choices even when we are not present.
At St Mary MacKillop Early Learning Centre children are given freedom within the limits of
two very clear ground rules:
 Take care of all people and living things in our environment
 Take care of all material things in our environment

Basically this can be further refined to:
 Be respectful of everyone and everything
We also know that respect must be earned and this knowledge is the basis of all our
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interactions with children and families. Christian love is always at the heart of discipline.
Any unacceptable behaviour, such as biting or hitting, will be addressed by an educator in
a manner suitable for the child’s age. If it is age appropriate the centre will use the
educationally-recognised behaviour management practice that involves removing the child
from the situation and discussing the effects of the action to further develop an
understanding of appropriate behaviour.
Biting is not an uncommon action in young children who may be unable to communicate
their feelings. When biting occurs, it is understandably very distressing to parents. The
parents of the child who is bitten will probably feel angry. On the other hand the parents of
the child who has been biting may feel uncomfortable. Please remember that this is a
natural phase of development in some children and through our careful supervision,
incidences will be kept to a minimum.
Parents are encouraged to be involved in behaviour management, as we realise that
consistency is the best form of management. All children will be treated equally and the
centre will offer internal and external support services where necessary.

EXCURSIONS
Occasionally we take children over the age of three on excursions as a part of our
programming. When an excursion is planned, you will be asked to complete an "Excursion
Permission Form". This will tell you the destination, time of departure and arrival at the
centre, date, cost, names of persons in charge, and the method of transport. The Director
or Lead Educator will always be in charge of the outing. We also appreciate assistance from
parents and volunteers to help supervise children on excursions as we need to provide
one educator/supervisor for every four children that participate in the excursion. If you
are able to help on the day, please talk to your child’s teacher.

PETS
There are times when children have a new animal at home they would like to share with their
friends. Due to hygiene and allergy reasons educators are to carefully consider the
appropriateness of the introduction of pets into the centre. Bacteria and viruses can be
present on the skin, hair, feathers and scales of animals and in their faeces and urine. The
mouths and claws of animals can carry bacteria which can cause infections in flesh around
bites and scratches, and eventually, if left untreated, may spread into the bloodstream.
An educator is to complete a risk assessment before agreeing to a parent / child introducing
an animal into the learning environment. Alternative to children bringing their animals into
the centre, we encourage parents to take photos of their animals. These can then be used as a
good discussion topic throughout the children’s language sessions.
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CHILDREN’S POSSESSIONS
Please ensure that all of your children’s possessions are clearly marked. With so many
children in the centre each day, there is a lot of belongings that come into the centre. The
centre cannot be held liable for lost belongings that are not labelled.
PLEASE DO NOT ALLOW YOUR CHILD TO BRING TOYS, MONEY, JEWELLERY ETC TO THE CENTRE.
The centre offers a large variety of educational equipment to cater for the groups of
children that we have in the centre. Children bringing toys from home often cause bad
feelings against each other, as one single item is not enough to go around. The centre
does not accept any responsibility for belongings that are broken, lost or damaged.

SHOW AND TELL
The centre encourages children to bring something of special interest to share with
their friends for show and tell. We discourage toys from “popular culture” preferring to
utilise this time to discover more about the natural world, technology and cultural
understandings. This allows children to discuss with their peers and share information
about their special interest. Once the session has finished, children will be encouraged to
display the item on the shelf for all to see. This is also a good means of helping to foster and
develop language skills.

TEMPERATURES
If a child develops a temperature of 38oc or above while at the centre, their parent will be
contacted. If the parent gives permission to administer Panadol and the consent to
emergency medical treatment on the enrolment form has been signed, the Director will
administer one dose of Panadol. The Director and one other educator will administer the
Panadol to the child as per the age requirements on the label of the bottle. This information
will be recorded on a medication form and signed by the Director and witness who will then
get the parent to sign when they collect their child.

CHILDREN WITH ADDITIONAL NEEDS
Children who have additional needs are provided with care that takes account of their
individual needs.
If the Centre does not currently have any children with additional needs enrolled, educators
are still to be aware of our responsibilities should the situation arise.
Children with needs are to be:


Assisted to cope with their disabilities;



Treated in a warm friendly manner;



Given individual programs or developmental tasks that are appropriate for the
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child concerned.
The Director is to ensure that professional advice is obtained from additional needs
consultants available through the Education Department and the Townsville City Council.
Parents are to be consulted about appropriate activities for their child. Parents may also
be able to assist in applying for additional carers who are prepared to assist educators
with the child.
All educators are to ensure that children with additional needs are involved in group
activities as much as is practicable. They are also to encourage the other children in the
group to involve the child with additional needs. Additional words/signs that children use
should be displayed around the room for all educators to use.
St Mary MacKillop Support Service Resource Folder - Educators are advised that the
centre maintains a folder of support services available in the community. This information
is maintained for both educators and parents who may be seeking advice on dealing with
additional needs for children.

CHILD ABUSE / NEGLECT
Educators take all necessary steps as outlined in the centre’s Child Protection Policy to
ensure the safety of all children. The centre has appointed a SAFE PERSON, who is a familiar
face in the centre that the children can go to. Should the centre suspect child abuse or
neglect, the centre is mandatory required to report to the Department of Communities, Child
Safety and Disability Services. If there is a suspected case the Director and educators will;
 Monitor and document all relevant information
 Report the concerns to the Catholic Education Office
 Contact the Department of Communities, Child Safety and Disability Services
 Work with the Department of Communities to resolve the concerns
DEPARTMENT OF COMMUNITIES CHILD PROTECTION ACT 1999
PROTECTION OF CHILDREN: CHILDREN AT RISK OF HARM






The Act contains specific provisions for authorised officers of the Dept. of
Communities and police officers to investigate allegations of child abuse and
to assess the child’s need for protection.
The identity of individuals who notify the Department or Police Service of
their concerns about a child is confidential and they are protected from civil
liability.
Authorised officers and police officers can have contact with children at school or
in a child care centre, in specific situations when investigating an allegation of
harm to a child.
If the child is at immediate risk of harm, the officer can enter premises in order
to have contact with the child and where necessary take the child into custody
immediately to ensure his/her safety.
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NATIONAL QUALITY STANDARDS
The National Quality Standard sets a new 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.
How the National Quality Standard was developed
The development of the National Quality Standard was informed by research on best
practice and the way in which high-quality education and care contributes to positive
outcomes for children
The National Quality Standard contains 15 standards with two or three standards in each
quality area. These standards are high-level outcome statements.
Under each standard sit elements that describe the outcomes that contribute to the
standard being achieved. There are 40 elements in total.
The seven quality areas are:
1. Educational program and practice
2. Children’s health and safety
3. Physical environment
4. Staffing arrangements
5. Relationships with children
6. Collaborative partnerships with families and communities
7. Governance and leadership
The National Quality Standard is accompanied by a national quality rating and assessment
process that reflects a national approach to the assessment and reporting of the quality
of education and care services across the variety of service settings.
(Extract taken from Guide to National Quality Standard – ACECQA 2011)

For more information on the National Quality Standards and the National Quality
Rating System please refer to the information displayed within the centre or talk to the
Director.
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WORK PLACE HEALTH AND SAFETY
The Workplace Health and Safety Act set a standard of conduct for all workplaces
throughout Queensland by clearly describing the health and safety rights and
responsibilities of everyone at the workplace.
Boards of management, teachers, supervisors, administrative and support educators,
visitors and parents all have rights and responsibilities to take adequate care to ensure
that safe work methods are practiced.
This means:


Making the workplace safe and without risk to the health and safety of any person.
This may include supplying (where appropriate) Personal Protective Equipment
(PPE)



Ensuring the safe use, handling, storage or transport of chemicals e.g. cleaning
agents and pesticides



Providing appropriate information, instruction, supervision and training to
educators



Ensuring children, parents, visitors and members of the public are not exposed
to workplace activities or processes which may present risks to their health and safety



Where necessary, establishing directions and procedures for volunteers, parents
and members of the public to follow to ensure health and safety. Parents and
volunteers are required to follow reasonable health and safety instructions.
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RESOURCE CONTACTS
Australian Breastfeeding Association

1800 686 268

Australian Childhood Immunisation Register

1800 653 809

Baby Capsule Hire – Hire for Baby

1300 363 755

Blue Card Services – Public Safety Business Agency

1800 113 611

Child Health

44 339 500

Dentist - Community Health

44 339 500

Dept. of Child Safety – Stanley Street Townsville

47 997 900

Dept. of Human Services

13 61 50

Emergency Care – Wee Care

47 724 499

Hearing

44 332 762

Hospital - Townsville General

44 331 111

IMPS

44 339 000

- (Infant Management & Parenting Skills)

Lifeline

13 11 14

Speech

44 339 000

Thuringowa Library

47 738 811

Townsville Aboriginal And Islander Health Service

47 594 000

Townsville Multicultural Support Group

47 751 588

Tropical Public Health

44 336 900
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