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our philosophy
All educators are encouraged to actively promote and All educators are encouraged to actively promote and 
incorporate our Centre Philosophy into the Educational incorporate our Centre Philosophy into the Educational 
Programs, curriculum decisions and classroom environment. Programs, curriculum decisions and classroom environment. 
The Centre Philosophy has been derived from the principles The Centre Philosophy has been derived from the principles 
of the National Quality Framework, which underpin our quality of the National Quality Framework, which underpin our quality 
practices and beliefs.practices and beliefs.

Our Centre Philosophy has been developed in consultation Our Centre Philosophy has been developed in consultation 
with families, educators, children and our local community.with families, educators, children and our local community.
Our philosophy is broken down into seven areas that we feel Our philosophy is broken down into seven areas that we feel 
strongly about;strongly about;

PLAYPLAY
RELATIONSHIPSRELATIONSHIPS
EQUITYEQUITY
DIVERSITYDIVERSITY
HOLISTIC APPROACHESHOLISTIC APPROACHES
RESPONSIVENESS TO CHILDREN INTENTIONAL RESPONSIVENESS TO CHILDREN INTENTIONAL 
TEACHINGTEACHING
NATURAL ENVIRONMENTSNATURAL ENVIRONMENTS
CONTINUITY OF LEARNING AND TRANSITIONS CONTINUITY OF LEARNING AND TRANSITIONS 
EVOLVINGEVOLVING

Our Centre Philosophy is on display in our foyer for Our Centre Philosophy is on display in our foyer for 
your convenience.your convenience.

ACKNOWLEDGEMENT OF COUNTRY 

May we respectfully acknowledge the Aboriginal and Torres 
Strait Islanders as the Traditional Custodians of the land 
on which our services reside. We pay our respects to the 
Aboriginal nation and Torres Strait Island elders past and 
present.

Green Leaves Early Learning Services are committed to 
supporting a better understanding and respect for Aboriginal 
and Torres Strait Islander cultures through developing an 
enriched appreciation of Australia’s cultural heritage which 
starts the journey to reconciliation.

WHO WE ARE

At our Early Learning 
Centre we are 
passionate about 
giving children the best 
possible start in life. We 
believe that children 
learn best in a quality 
environment that
is happy, nurturing, 
engaging and safe.
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PREPARING FOR THE FIRST DAY
Introducing your child to an education and care service for 
the first time can be an emotional time for both the child and 
the family. There are many ways to assist you and your child 
through this transition. Here are a few suggestions to help 
you prepare before the big day arrives:

• Parents are encouraged to attend the centre for an hour 
or two twice a week leading up to your child’s first day. 
This is a great opportunity for families to interact with the 
educators, exchange information and allow your child 
to become familiar with their new environment with the 
security of knowing you are there

• Exchanging information and communicating with the 
Centre Director and Educators about your child’s 
needs, requirements and routines allow us to work in 
partnership with families to provide a smooth transition 

• Bring along your child’s comforter, whether this is a 
teddy, blanket, dummy or even a family photo to help 
your child feel safe and secure. When you are ready to 
leave, say good-bye and reassure your child you will be 
back a little later to get him/her. We discourage parents/
guardians to prolong the goodbye, as this often results in 
your child becoming confused (thinking you are staying 
with them or they are going home with you) which further 
causes anxiety during the separation. The best thing 
to do after the goodbye is to walk out the classroom 
door and allow the experienced staff to settle, comfort 
and reassure your child about the exciting activities and 
games set out for the day

• Feel free to call the centre at any stage throughout the 
day to see how your child is settling in

• At any stage throughout your time at our Early Learning 
Centre, we encourage you to participate in our 
educational programs and we welcome you to join us 
and your child for those special moments throughout  
the year

settling into care

WHAT WE DO

We understand that children 
learn and develop in different 
ways and at different 
rates, therefore we provide 
an environment that is 
responsive to our children’s 
capabilities in order for 
all children to experience 
feelings of success and 
accomplishment.

WHY WE DO IT

We recognise the importance 
of our role in guiding and 
teaching children how to 
protect and honour our 
natural world for future 
generations. This has laid the 
foundations for the unique 
design of our premium 
Early Learning Centre and 
integrated play spaces.
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WHAT TO BRING AND DO

What to bring?

• Backpack
• Two spare changes of clothes to suit the weather
• Comforter such as dummy, teddy or blanket - NB: 

due to safe sleep requirements comforters are 
not allowed in our sleep rooms

• Drink bottle with water only
• Sterilized bottle for milk teats must be covered 

by a cap. Bottles to be made up for formula must 
contain the correct amount of cooled, boiled 
water

• Formula (pre-measured in measured container) 
or breast milk if required Please ensure all items 
are clearly labelled.

What to wear?

Please dress your child in comfortable clothes 
according to the weather. Nonrestrictive clothing that 
can easily be removed for toileting and is suitable 
for running, jumping, climbing, painting, playing with 
sand and water is best. We recommend safe, sturdy, 
closed toe shoes that can be easily managed by the 
child to encourage self-help skills.

your child’s first day
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What to expect on your first day?

When you arrive at the centre, you will be greeted by 
the Centre Director and Educators. You will be shown 
through to your child’s classroom where you can put 
their bag in to an allocated locker and sign them in 
to the sign in/out folder/ kiosk. At this time you will 
exchange important information about your child with 
Educators. Medications needed for the day are to be 
given directly to the Educator and a medication form 
will need to be completed.

When you arrive back to the centre to collect your 
child, you can go directly to the classroom or outside 
play area to greet your child. You can then collect 
your child’s belongings (including medications), 
exchange information with the Educators about your 
child’s day and say goodbye to the educators in 
the room. You will also need to sign your child out 
through the sign in/out folder or kiosk.
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GENERAL INFORMATION 
Below we have provided you with general 
information parents need to know about the centre 
before your child attends for their day of care. 

Toys and personal treasures 

Why is it important to keep special toys and 
personal treasures at home? We have chosen 
and provide a wide range of developmentally 
appropriate equipment and toys for the children 
to play with and use while at the centre. We ask 
that your child’s special toys and treasures be 
left at home, so they don’t get lost or broken at 
the centre. Cuddle or security toys are welcome 
at the centre but these items are required to be 
clearly named. In older age groups “Show and 
Tell Rosters” are established so children can gain 
confidence and self-esteem while talking in front 
of their peers. Items brought for “Show and Tell” 
purposes must be of an educational nature and 
cannot be the responsibility of classroom staff. 

Lost property 

The centre provides containers for unnamed 
items and lost property. We suggest to parents to 
check these containers regularly as items that are 
uncollected will be donated to a local charity. 
It is important that all items brought to the centre 
are clearly named to ensure that they are kept safe. 

General accidents or injuries at the centre 

In the event of a minor accident or injury that 
occurs at the centre, first aid will be administered 
by staff and a report will be written to document 
the accident or injury that occurred. This will 
include details of; the first aid treatment given 
and who administered the treatment, location of 
staff, structures or pieces of equipment involved, 
numbers of children present, and notification made 
to parents/ guardians if the accident or incident 
was of a serious nature or the child needed to seek 
medical attention from a General Practitioner or 
medical facility. 

about our centre

If parents require a copy of this Accident or Injury 
Report, please speak with your Centre Director. 
Please note before Centre Directors can issue the 
Parent Copy of the Accident or Injury Report, the 
Operations Manager reserves the right to review the 
records. Prompt and reasonable time frames will be 
adhered to. 

Serious accidents or injuries 

If a more serious Accident or Injury occurs, the 
parents/ guardians will be contacted immediately to 
discuss the situation and the course of action taken. 
Please ensure that the centre has your correct and 
up-to-date emergency contact information at all 
times. Please note in an emergency situation, should 
the person in charge determine the injuries are 
serious enough to seek urgent medical attention 
or the injuries received are life threatening or 
detrimental to the child’s safety and wellbeing, an 
ambulance will be called immediately. 

If the parent/guardian does not reach the centre in 
time and the ambulance must leave immediately to 
begin medical treatment for the child, a staff member 
familiar to the child will travel in the ambulance 
to provide comfort, familiarity and protection. The 
staff member will stay with the child at the hospital 
or medical facility until the parent/guardian or 
emergency contact person has arrived. 

Please note the cost of the ambulance transfer 
to the hospital and medical treatment provided 
during and post the emergency situation will be 
the responsibility of the parent/guardian or person 
legally responsible for the child. 

All Incident, injury, trauma and illness records are the 
property of the centre and legally must be kept as an 
official record for a period of time. The information 
on these documents is confidential however, may be 
used to liaise with medical, government and external 
agencies. 
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Parents/guardians cannot take the original copy of
the Incident, injury, trauma and illness record for 
their records, but can make a request to the Centre 
Director for a Parent copy. 

The Director will prepare a “Parents/Guardians 
Copy” which has all the information they require 
pertaining to their child’s Incident, injury, trauma and 
illness record. 

Please note that before Centre Directors can issue 
the Parent Copy of the Incident, injury, trauma and 
illness record, the Operations Manager reserves the 
right to review the records. Prompt and reasonable 
time frames will be adhered to. 

As Incident, injury, trauma and illness records are 
legal documents, they must be signed by both staff 
and parents/guardians to confirm the recording and 
notification of the accident or incident that 
has occurred. 

Visitors to the centre 

From time to time, you will see new faces at the 
centre. Relief staff, volunteers and students are 
screened before participating in our daily activities 
and must adhere to our Centre Policies whilst at the 
centre. 

At no stage will a voluntary worker be left in charge 
of a group of children at our centre. An Educator will 
always be available and where staff are absent due 
to illness or holidays, familiar relief staff who have 
undertaken strict police and criminal checks will be 
provided to maintain consistency and routine for the 
children so their care and education are not affected. 

Excursions and performances 

Excursions and performances will be arranged from 
time to time as part of your child’s experience at the 
centre. Parents are encouraged to attend at any time 
and must sign and pay for their children 
to participate. 

If an excursion occurs at the centre, excursion 
permission forms, excursion plans, risk minimisation 
plans and other related documentation will be on 
display for parents to read and complete before their 
child is allowed to go on the excursion. All excursions 
that are proposed for future implementation must be 
reviewed and approved by the Operations Manager 
to determine risk, safety standards, evacuation and 
emergency procedures and an assessment of the 
overall appropriateness of the planned experience. 

Birthday celebrations 

Birthdays and celebrations are a special time for 
children and staff to enjoy and celebrate. Each 
month as a centre we will celebrate all children that 
are celebrating a birthday within the month. The 
centre will provide cakes for all children to enjoy at 
no additional cost to families. Children who suffer 
food allergies and intolerance’s will be catered for. 
Please feel free to discuss any questions you may 
have in regards to this with the Centre Director. 

Nominated authorised nominee to 
collect your child 

Upon enrolment, you have the opportunity to 
nominate authorised nominee’s to collect your 
child in your absence. Changes to these authorised 
people can be made through written authorisation 
from the parent/guardian. 

If an unauthorised person arrives to collect your 
child, the responsible person in charge will contact 
you immediately. The unauthorised person will not 
be given access to any part of the centre until the 
parent/guardian gives verbal authorisation. If the 
parent gives verbal authorisation, the staff member 
is to verify the identity of the person by sighting 
their photo identification. If the person is cleared to 
collect the child, the responsible person in charge 
must accompany them to the child, to assist with the 
departure procedures and collection of belongings. If 
the parent does not give permission by phone for the 
child to be collected from the unauthorised person, 
the children must remain at the centre. The police 
will be contacted immediately if staff feel threatened 
in any way by the unauthorised person. 

about our centre (continued)



Court orders and parenting plans 

Where there is a court order or parenting plan in 
place with specific access instructions relating to a 
parent/guardian, the following must be adhered to:

• The Nominated Supervisor will obtain, share and 
discuss the court orders/parenting plans with all 
team members

• The Responsible Person in Charge will follow the 
Custodial Action plan for the particular child 

• If the non-custodial parent becomes aggressive 
or refuses to leave the premises, staff are 
required to restrict access to the rooms where 
possible and call the police 

• Families must provide the Centre Director with 
the most up to date information, court orders and 
parenting plans to ensure correct procedures 
are followed

• Court orders or parenting plans must be filed 
with and stamped by the courts 

about our centre (continued)

What if nobody arrives to collect the child? 

If a child has not been collected from the centre 
by closing time and the parent/guardian cannot be 
contacted the responsible person in charge will: 

• Phone the authorised nominee for the child to 
make arrangements 

• If the authorised nominee cannot be contacted, 
the responsible person in charge will immediately 
phone the Operations Manager for authorisation to 
contact the local police 

• Contact the local police and or the relevant state 
Child Safety Authority 

• Two educators will stay at the centre with the child 
until they are collected 

All children must be accompanied by a parent or 
responsible adult when arriving or departing the 
centre. Please note that school age siblings cannot 
collect your child from the centre. 
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GENERAL INFORMATION

Classroom educators are responsible for the day to day 
classroom matters. Any questions or concerns you may have can 
be directed to the Group Leader to manage and resolve

Centre director/nominated supervisor is responsible for the 
overall day to day operational and centre matters. Any questions, 
concerns or requests relating to centre operations can go directly 
through to the Centre Director. Parent statement and account 
questions can also be addressed with the Centre Director

Operations Support Managers oversee the day to day 
operations and management of the core Child Care Business and 
provide the policies, procedures and practices that underpin the 
Centre’s Philosophy and Goals. Operations Managers are leaders 
within the Education Field that provide information and guidance 
to all centre staff to produce dynamic and innovative learning 
environments for the community

Approved provider is responsible for and leads the operation 
and management of the whole Child Care business regarding 
the financial, legal, licensing, approvals and operational 
responsibility.

centre support 
structure

“Strong relationships 
are built on mutual 
trust, respect and 
understanding. 
Relationships cannot be 
hurried as they take time 
to build. Families have 
to ‘live’ these qualities 
in their daily encounters 
with educators in order to 
believe in them”

– Anne Stonehouse Am.
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educational programs and curriculum
IMPLEMENTED IN OUR CLASSROOM ENVIRONMENTS
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The education of a child begins at birth and there 
are many definitions about what “Education” really 
means. We believe that education is the process 
of delivering and receiving systematic instructions, 
information and experiences to enable learning 
to occur. The education of a child is of the upmost 
importance and fostering a love of learning 
from a young age that will start them off on their 
educational journey.

Children learn through play. As they explore 
and experience the world around them, they are 
continually learning new skills and abilities. Given 
that every child that attends our centre has different 
skills and abilities and is at a different stage of 
development, we believe in providing all children 
with many learning opportunities that may come 
from a variety of curriculums, settings and theorists 
philosophies that promote exploration, curiosity and 
independence as a core learning belief.

Educators create your child’s learning journey 
through the use of visual portfolios. Observations 
of your child and their daily experiences are 
documented in a variety of ways.

These include;
• Anecdotal observations
• Photos of your child participating in daily 

experiences
• Samples of meaningful artwork or project work
• Progress reports
• Lyrics of favourite songs and nursery rhymes
• Recipes of messy play activities or favourite 

centre meals.
The Portfolios are freely available for families to view 
and contribute to. Families are regularly asked to fill 
out feedback forms to assist educators to set yearly 
goals for children.
An Educational Program for the whole group is 
devised based on each child’s needs and interests.

national quality standard assessment 
and rating
BY THE ACECQA

The aim of our centre is to provide high quality Care 
and Education that meets the needs of the families 
in our local community. It is our commitment to 
work side by side with parents and share the role 
of caring and educating your children at this most 
important stage in life; the early years.

The centre operates under the National Quality 
Standard Assessment and Rating governed by the 
Australian Children’s Education and Care Quality 
Authority (ACECQA). For more information on the 

Assessment and Rating process please visit www.
acecqa.gov.au.

All staff are required to actively participate in the 
Assessment and Rating Process at their centre.
Staff are encouraged to work together and support 
one another during the lead up (Assessment and 
Rating preparation) and on the days of assessment.
Our overall rating will be on display in our Centre 
Foyer and published on the My Child Website.



approved frameworks and 
program planning
MAINTAINING A NATIONAL STANDARD
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We actively encourage all children to be part of one of 
the approved, interest based Frameworks. Educators 
program in line with an approved Framework to ensure 
a National Standard is maintained.

• Early Years Learning Framework (birth to school age)
• My Time Our Place (school aged children)
• Victorian Early Years Framework for Victorian 
centres only

The Educational Curriculum is flexible and allows 
children to make choices and navigate their own 
learning experiences.

Educators will guide the children’s learning from birth 
to five years and assist with the transition phase of 
preparing them to enter a more formalised schooling 
environment (Prep/Foundation year). Where applicable 
Educators will follow the My Time Our Place School 
Age Framework, which aims to extend and enrich 
children’s wellbeing and development in school age 
care settings such as Vacation Care and Before/After 
School Care.

Our Educational Program incorporates and 
encompasses all state based legislation in terms of 
expectations with programming requirements for 
observing, interpreting the learning, planning for 
activities/learning/experiences and evaluating the 
learning and further planning concepts.

As part of our Educational Curriculum, we focus on 
the 5 Learning Outcome Areas derived from the Early 
Years Learning Framework.

These are:
• Outcome 1 Sense of Identity
• Outcome 2 Connected and Contribute to  

their World 
• Outcome 3 Sense of Wellbeing
• Outcome 4 Confident and Involved Learning
• Outcome 5 Effective Communication

The Early Years Learning Framework describes the 
Early Childhood time as:

Belonging is the basis for living a fulfilling 
life. Children feel they belong because of the 
relationships they have with their family, community, 
culture and the centre.
Being is about living here and now. Early childhood 
is a special time and children need time to just be, 
time to just play, time to try new things and have fun.
Becoming is about the learning and development 
that young children experience. Children start to 
form their sense of identity from an early age, which 
helps to shape the type of person they will become 
within their community.

Our aim is to ensure by the time each child reaches 
the Preschool/Kinder classroom (oldest aged 
classroom at the centre) that they are well prepared 
to continue their early learning journey into the 
formalised schooling setting (primary school).

A solid foundation is laid down in our Educational 
Programs in younger classrooms of the centre, and 
our programming formats and classroom routines 
become more structured as the child develops and 
moves through the centre.

We believe that children learn at their own pace 
therefore, our groupings of children for learning 
activities will reflect their developmental abilities and 
interests rather than their chronological ages.
The final year for children aged four to five is the 
year in which we will work intensively to prepare and 
promote “School Readiness” within our Preschool 
Program.



administration information
IMPORTANT INFORMATION
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Payment of centre fees

Upon enrolment at the centre, you will be given 
information outlining the fee structure and fee 
payment system. This will include a Debit Success 
form to complete. Payment of the child’s first 
week and an additional week worth of care, at 
the child’s weekly fee, must be paid prior to your 
child commencing enrolment at the centre. It is the 
centre’s policy that all accounts remain one week in 
advance at all times. Our centre’s method of payment 
is by Debit Success (automatic direct debit system) 
which ensures our customers are up to date with 
weekly payments. Our fees are all inclusive, we are 
passionate about ensuring that no child misses out. 
This includes all extra curricular activities, incursions/
excursions and even special shows and events held 
at the centre.

If fees are not paid weekly or a customer’s account is 
in arrears, management reserves the right to:

• Request payment in full to be paid within 3-5 
working days

• Suspend your child’s enrolment until all 
outstanding fee’s are paid in full, or placed a 
suitable payment plan. A payment plan would be 
at the discretion of Senior management

• To cancel your child’s enrolment and forward 
any unpaid accounts to a Debt Collection 
Agency to legally pursue any monies 
outstanding

If you are experiencing financial difficulties please 
do not hesitate to contact the Centre Director to 
discuss confidentially.

Cancelling your booking

We require two (2) weeks notice in writing for any 
cancellation to your booking to enable us to fill the 
position with a family requiring care from our active 
centre waitlist.

Please note; full fees will be charged to your 
account in lieu of notice given. As per the Child 
Care Services Handbook, any absences during this 
notice period will not attract CCS and full fees will 
be applied in these circumstances.

Please note; your child’s position may also be 
cancelled where an enrolled child is absent from the 
centre for two weeks or more without prior written 
notice of the child taking holidays, or a phone call to 
the centre advising the Centre Director that the child 
is absent due to an illness.



administration information (continued)
IMPORTANT INFORMATION
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The CCSS information the centre is provided with 
comes directly from the information families provide 
when registering for Childcare Subsidy via the CCSS 
system. If a parent/guardian disputes this information 
or believes it is not correct, they will need to contact 
Department of Human Services as the Centre Director 
does not have access to make changes to this 
information.

Child Care Subsidy eligibility
To be eligible for the Child Care Subsidy the 
following requirements must be met:

The child must;

•  be a ‘Family Tax Benefit child’ or ‘regular care 
child’ and

• be 13 or under and not attending secondary 
school and

• meet immunisation requirements

The person claiming the Child Care Subsidy, or 
their partner, must;

• meet residency requirements and

• meet the Child Care Subsidy activity test (or be 
eligible for an exemption) and

• be liable to pay for care provided under a 
Complying Written Arrangement (their written 
agreement) with their child care provider

Child care must be provided by an approved 
provider in Australia and not be part of a 
compulsory education program, for example, 
school.

There are exemptions for individuals who genuinely 
cannot meet some eligibility requirements.

Levels of subsidy assistance

The level of subsidy a family receives will depend 
on three factors:

• Income – a family’s (both partners) combined 
income

• Activity test – what activities the individual and 
their partner undertake or exemptions that 
might apply and

• Service type – the type of approved child care 
service used, for example, Centre Based Day 
Care.

Making changes to your booking

If you wish to make changes to your child’s current 
booking (pattern) two weeks’ notice in writing must 
be given to the Centre Director to process. This gives 
the Centre Director a reasonable time frame to fill the 
position or days with another family requiring care 
from our current families attending the centre or a 
new family from our active centre waitlist.

Am I entitled to government assistance?  
(Child Care Subsidy)

To aid in the payment of child care fees, the Australian 
Government is committed to ensuring that Australian 
families are able to access affordable, flexible and 
high quality child care. The Government provides a 
number of subsidies and programs to help with the 
cost of child care, with the Child Care Subsidy being 
the main type of assistance that most families will 
use. Child Care Subsidy is paid directly to child care 
providers to pass on to families as a fee reduction to 
offset the weekly fees. Families will pay the difference 
between their subsidy and the fees charged.
 Families will be required to create a myGov account 
to enable registering of the Child Care Subsidy 
and complete the Child Care Subsidy Assessment. 
Families will need to make a claim for Child Care 
Subsidy when (or before) each child starts  
attending care.

CCSS (Child Care Subsidy System)

With the introduction of the Governments Child Care 
Subsidy System (CCSS), families are now linked to our 
centre through our software program which interfaces 
with the Government’s system. This enables us 
to receive your CCSS payments and any changes 
immediately.
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What is the Child Care Subsidy withholding?

Child Care Subsidy withholding is designed to help 
families avoid or minimise debts at reconciliation, 
which could occur due to changes in circumstances 
throughout the year (for example, changes to family 
incomes or activities). However, withholding is 
important as it helps protect families from possible 
debts. After reconciliation, any outstanding subsidy is 
returned to the family.

Five per cent of all families’ Child Care Subsidy will be 
withheld by the Government, however, withholding will 
not apply to Additional Child Care Subsidy payments.

Any Child Care Subsidy owed to families following the 
end of year reconciliation process will be paid directly 
to families as a lump sum. If a family has been overpaid 
Child Care Subsidy during the year the family may 
have to repay some Child Care Subsidy (a debt).

Absences from the centre

Parents/guardians are required to contact the centre if 
their child is unable to attend for the day, If your child 
is unable to attend due to a contagious illness, then 
notification must be made by the parent/guardian to 
the Centre Director to discuss the period the child will 
be absent.

Child Care Subsidy is paid under certain circumstances 
when a family is charged for care that their child 
does not attend. Absences are categorised as Initial 
Absences and Additional Absences.

Initial absent days

Families will be entitled to 42 absence days per child, 
per financial year, and may be entitled to additional 
absence days in certain circumstances (including 
illness of the child, a parent or sibling). Under the Child 
Care Subsidy, when a child does not attend care on a 
day they are scheduled to attend, families can claim an 
absence for the child up to 42 times in a financial year, 
so long as on the day the absence is claimed, Child 
Care Subsidy would have been claimed (i.e. the child 
would have otherwise been in care, and the family 
hasn’t already reached their fortnightly entitlement of 
subsidised hours based on their activity test result). 

In shared care arrangements, the allocation of 42 
absences per financial year relates to the child, not 
each individual claimant

Additional absent days
Additional absence days, beyond the initial 42 
allowable absences, will also be payable for the 
following reasons as defined in family assistance 
law for the following reasons:

• your child, yourself, your partner or another 
person with whom the child lives is ill

• your child is attending preschool

• alternative arrangements have been made on a 
pupil-free day

• your child has not been immunised against 
a particular infectious disease, the absence 
occurs during an immunisation grace period 
and a medical practitioner has certified that 
exposure to the infectious disease would pose 
a health risk to your child

• the absence is because your child is spending 
time with a person other than the individual 
who is their usual carer as required by a court 
order or a parenting plan

• the service is closed as a direct result of a 
period of local emergency

• your child cannot attend because of a local 
emergency (e.g. because they are unable to 
travel to the service), during the period of the 
emergency or up to 28 days afterwards

• you have decided that your child should 
not attend the service for up to seven days 
immediately following the end of a period of 
local emergency.

Evidence will be required for additional absence 
days. Absences taken after the initial 42 allowable 
absence days will be classed as “Additional 
Absences Days” providing they meet the required 
criteria as set in the family law and supporting 
documentation is supplied. Additional Absence 
Days are recorded only when a child does not 
attend care on a day they are scheduled to attend.



Public holidays

Public Holidays will be counted as an absent day if:
• If the child would normally have attended the 

service on that day if it were not a Public Holiday 
and

• Fees have been charged in respect of the absent 
child for the day

• CCS is payable for Public Holidays at the normal 
rate

On return to the centre after any absence, parents/ 
guardians must speak with the Centre Director or 
classroom staff to confirm absences on attendance 
records. It is important to verify the absence n the 
Centre Kiosk to ensure Child Care Subsidy is applied, 
if eligible, during the absence.
Please note: as the centre is not aware of the day a 
public holiday falls each calendar year. It is the policy 
of the centre to charge the “normal fee” for all public 
holidays that occur each calendar year at the centre.

Where can I get further information on the child 
care package?

• For more information on the above topics please 
contact the Australian Government Department 

administration information (continued)
IMPORTANT INFORMATION

of Education and Training https://www.
education.gov.au/families or Visit the 
Department of Human Services Child Care 
Subsidy website humanservices.gov.au/
childcaresubsidy 

• For families who require Centrelink 
Multilingual Telephone Service, please call: 
13 12 02. The Multilingual Phone Service 
enables you to speak with a skilled bilingual 
service officer or read information in your 
language about our payments and services.

Illness absence from the centre

If your child is absent from the centre due to 
illness, fees are still payable regardless of 
whether a Medical Certificate is supplied or 
not. There are no discounts available for illness 
related absences at the centre.
If your child is absent due to illness you are 
required to confirm their absence on the Kiosk 
on your child’s next day of attendance to legally 
verify our records.
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childcare policies and procedures
PRIORITY OF ACCESS GUIDELINES FOR THE CENTRE

The Australian Government has Priority of Access 
Guidelines for allocating and prioritising placement in a 
long day care centre.
In some communities the demand of child care 
sometimes exceeds the amount of available places a 
centre can offer. When this happens, it is important for 
services to allocate places to those families with the 
greatest need for childcare support.
The Australian Government Priority Access Guidelines 
supports this process of allocating places in these 
circumstances.
Our policy reflects Australian Governments intention 
to help families who are most in need and support the 
safety and wellbeing of children at risk in accordance 
with the Framework for Protecting Australia’s Children 
2009-2020.
• Priority 1 – a child at risk of serious abuse or 

neglect
• Priority 2 – a child of a sole parent who satisfies 

or of parents who both satisfy, the activity test 
under section 14 of the A New Tax System (Family 
Assistance) Act 1999

• Priority 3 – any other child
If you require more information about the Priority of 
access Guidelines visit: www.education.gov.au/priority-
allocating-places
Other areas where Priority Access should also be 
given:
• Children in Aboriginal and Torres Strait Islander 

families
• Children in families which include a disabled 

person
• Children in families on low incomes
• Children in families from culturally and linguistically 

diverse backgrounds
• Children in socially isolated families • Children of 

sole parents
These are some circumstances in which a child who 
is already in a child care service may be required 
to leave the service. Where a service has no vacant 
places and is providing child care for a child who is a 
Priority 3 under the Priority of Access Guidelines, the 
service may require that child to leave the child care 

service in order for the service to provide a place for 
a higher priority child.
This will occur but only if;
• The person who is liable to pay child care fees 

for the child was notified when the child first 
occupied the child care place that the service 
followed this policy and

• The service gives that person at least 14 days 
notice of the requirements for the child to leave 
the child care service

Our centre has developed and incorporated 
comprehensive polices that help support and guide 
our practices. It is important for a centre to enforce 
and implement these practices and strategies to 
ensure the highest standard of care and education 
is given to the children and families that attend the 
centre.
Below is just some information taken from some of 
our most important polices used at the centre to 
promote our best practice standards and to ensure 
our learning environments are safe and suitable for 
the children in our care.
Should you wish to review any of our policies please 
speak with your Centre Director who can show you 
where to locate the Centre Policy Folder.

Multicultural awareness policy

Our Educational programs are committed to 
Multicultural Education. This means we share 
a commitment to human rights, dignity of the 
individual and social justice.
We strive to create a program that reflects the 
diverse lives of our children, families, and staff within 
our community. We seek to recognise, appreciate 
and respect the uniqueness of each child.

Non bias, diversity and equity policy

We aim to provide opportunities for girls and boys to 
play freely regardless of the stereotype of the roles 
they choose. We actively encourage all children to 
explore and be curious and independent thinkers 
within the learning environment.

17
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Rest time policy
All children are required to have a special designated 
time within the program to relax, rest and revive their 
bodies and minds.
It is our belief and policy that if a child falls asleep 
during this period they are in obvious need of a rest 
and will not be woken up or kept awake unless they 
have been asleep for some time.
Some children (particularly older children) may not 
need sleep, but are still required to rest and revive their 
bodies and minds to prepare for the afternoon session 
of the Educational Program.
It is a legislative requirement that we provide children 
an opportunity to rest and recuperate after a being 
actively involved in learning.
Children who do not sleep during rest periods will 
be provided with quiet time activities such as books, 
puzzles, arts and crafts to complete whilst their peers 
are sleeping or resting.

Toileting and hand washing policy

Children are encouraged to go to the toilet individually 
and independently if possible. During the toilet training 
process, staff will support all toilet training attempts and 
positively encourage and praise all efforts made by the 
child.
It is an important part of the toilet training process that 
children are given regular opportunities to attempt 
toileting whilst being provided with emotional support, 
understanding, patience and empathy.
Parents/guardians and centre staff are encouraged to 
exchange information in relation to toileting success 
and toileting attempts and work together to support the 
child through the process.

Nutrition policy (centre provided food)

There is now strong evidence that childhood nutrition 
has a lasting effect on many aspects of a child’s health 
and wellbeing. Children need fresh, nutritional food and 
well balanced meals.
It is a policy of the centre to actively promote and 
encourage healthy eating and discussion about healthy 
lifestyle choices during various meal times throughout 
the day.

It is an important part of the learning process to 
encourage children to make independent healthy
food choices and learn about nutrition. Our menus
are carefully designed to ensure daily nutritional 
requirements are catered for. We continually seek 
feedback on our menus, so please ensure any 
feedback you may have is discussed with the 
Centre Director and Centre Cook.

Parent grievance and compliant 
handling process

Our Centre Directors work very hard to oversee 
and manage their child care centre. We encourage 
you to speak with them directly if you have any 
concerns as they are the best person to assist you 
in resolving any outstanding matters.
In the first instance if there is a rare occasion where 
you feel your concerns have not been resolved by 
the Classroom Lead Educator or Educator, we have 
a Formal Grievance Procedure in place which will 
ensure that your concerns are addressed by the 
Centre Director (Centre Management).
Parents are requested to raise any concerns they 
may have regarding their child’s daily care and 
education with the Educator in charge. If you feel 
the matter has not been resolved by the Educator 
in charge we encourage you to speak with the 
Centre Director who will ensure the matter is dealt 
with in a respectful, professional, and prompt 
manner.
Our Centre Directors are fully trained and 
experienced in operating education and care 
facilities whilst overseeing and managing the 
centre’s day to day operational tasks.
After this process is completed and you feel the 
matter is not resolved you are most welcome to 
contact one of the Operations Support Managers 
who can assist and help mediate staff matters to 
facilitate a positive and happy outcome for all.
Please refer to the Operations Support Managers 
poster located in the foyer for contact details.
Please note, our Operations Managers spend a 
large portion of their time out in the field, travelling, 
visiting centres nationally and operating the child 
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care business. If you require their assistance for any 
matters please allow a reasonable timeframe for them 
to make contact with you to discuss your concerns.

Parent communication at the centre

It is important to us to lay the foundations of strong 
partnerships with the families that attend the centre.
This is achieved by:
• Ensuring that staff clearly convey to families 

that we value our relationship with them. Right 
from orientation of new families, staff seek out 
information about the child and their background, 
likes and dislikes and individual needs so that they 
can provide appropriate experiences

• Demonstrating to families an ongoing interest and 
concern for their child. Staff share stories with 
families about each child’s day, their achievements 
and any changes in behaviour that parents should 
be aware of

• Learning about cultural and religious backgrounds 
of all families so that staff can communicate 
appropriately with all families respecting specific 
individual needs

From time to time, important information needs to be 
communicated to our families at the centre.
The following strategies are regularly used to 
communicate with families at the centre:
• Educa posts
• Suggestion Boxes for parents to provide us with 

feedback, ideas and suggestions
• Parent Feedback and Input Forms
• Parent surveys and questionnaires
• Notices or Letters placed in your child’s individual 

pocket to discuss important centre events or 
information

• E-mails
• Parent Meetings
• Signs and Posters placed around the centre 
• Phone Calls
• Centre Website
• Centre Facebook Page
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Communicating with families

It is the policy of the centre that staff develop warm
and positive relationships with families and children in 
our care. Staff communicate daily with parents as an 
important part of connecting with families, knowing 
the child better, and developing a whole picture of the 
child in the context of family and the community.

Parent Code of Conduct

Green Leaves is committed to protecting the safety 
and wellbeing of children in our care, their families, 
staff members, volunteers and all other visitors to 
a Green Leaves service. In order to achieve this, it 
is expected that all parents, guardians and family 
members of children enrolled in a Green Leaves centre 
will conduct themselves in a manner which reflects the 
Green Leaves commitments.

Centre health, hygiene and medication 
information
To minimise the risk of infection at our centre we
follow the practices and recommended procedures 
outlined in “Staying Healthy in Childcare Guidelines”. 
Centre Directors are responsible for implementing 
infection control measures to ensure a safe and 
suitable environment.
If the Centre Director believes that a child has a 
suspected infectious illness, the parents/guardians will 
be contacted and asked to collect them immediately 
to minimise the risk of the suspected illness spreading 
through the centre.
It is vital that parents understand the importance of 
adhering to this policy as the health, safety and well 
being of the children and staff at our centre is our first 
priority. It is the parents/guardians responsibility to 
ensure that if they are unable to collect their ill child, 
immediate arrangements are made for an emergency 
contact person to do so.
Epidemics of infectious illnesses such as Whooping 
Cough, Diphtheria, Poliomyelitis, Measles, Mumps and 
Rubella (German measles) have been rare in recent 
years as most people in the community have been 
immunised against these illnesses to protect their 
health and wellbeing.

If an outbreak of any of the diseases listed in 
the infectious disease schedule occurs within 
the centre, all unimmunised children will be 
excluded for the period of the outbreak. We know 
that parents will understand and agree that the 
containment of infectious illnesses and control 
measures put in place is a serious and urgent 
matter.
Where you have an environment where so many 
children and adults are in constant contact with 
each other, we must put in place strict and concise 
guidelines around keeping all children, staff and 
visitors safe and well whilst in attendance at the 
centre. We believe it is a reasonable request 
to ask our parents to keep ill children at home, 
as it is extremely difficult for staff to provide the 
appropriate care for sick children whilst ensuring 
the safety and care of the other children who 
remain at the centre. We believe if a child is sick 
and need of medical attention, it is a priority for the 
child to be at home or somewhere quiet, where 
they can rest and recuperate and be given the 
attention needed to nurse them back to health.

Clearance letter or medical certificate
A clearance letter or Medical Certificate from your 
child’s General Practitioner is required to clarify or 
confirm that the child is well enough to return to the 
centre.

Diarrhoea and vomiting
Diarrhoea and vomiting are contagious, and it is 
our policy that if your child is suffering from either 
of these, regardless of the cause, they must not 
attend the centre. This means that if your child has 
loose motions or vomiting before leaving home 
in the morning, you cannot bring the child to the 
centre.
We can appreciate that it may be caused by 
something the child ate, teething issues or an 
unsettled stomach, however a General Practitioner 
is the only person qualified to diagnose these 
suspected illnesses.
We often find that a child, who has been sick in 
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the morning for whatever reason, usually presents the 
symptoms throughout the day and the child’s health 
rapidly deteriorates which often results in the Centre 
Director contacting the parent/guardian to collect the 
ill child.
It is our recommendation with the amount of serious 
contagious illnesses in young children that you seek a 
medical opinion from the General Practitioner.
If a child becomes unwell at the service and they have 
been sent home with loose bowel movements or 
vomiting they can return to the centre 24hours after 
their last symptoms have occurred.

Medications
All medication brought to the centre must be clearly 
marked with the child’s name and the dosage clearly 
recorded on the label. A pharmaceutical label is 
required.
Please do not leave medication of any nature in 
the classroom or in your child’s bag. All medication 
should be placed in a locked medication box or be 
given to your child’s classroom Group Leader. The 
centre provides lockable containers to house both 
refrigerated and nonrefrigerated medications. Please 
ask the classroom staff for assistance in the storage of 
your child’s medication.
Prescribed medications will only be administered if
the pharmaceutical label is current, intact and the 
instructions or recommended dosage guidelines can 
be easily read. The medication must not be past its 
expiry date and the medication must clearly have 
the child’s name written on it. Medication will only 
be administered to the person specified on the label 
and all General Practitioners directions will be strictly 
adhered to.
Non-prescribed medication eg. Dimetapp, Demizon 
and Panadol will only be administered as per
the recommended guidelines provided by the 
pharmaceutical company who manufactures and 
produces the medication as per current policy these 

medications must have a pharmaceutical label.
Medication Forms must be completed before any 
medication will be administered. Please discuss 
the correct process of filling out the required legal 
documentation, with the classroom staff on arrivals 
and departure.
Information must be clear and specific in order for 
medication to be administered.
In cases of a child’s temperature rising above 
38°C, parents will always be contacted to discuss 
their child’s wellbeing and if collection of the child 
should occur.
If your child should get a high temperature whilst 
at the centre, it is our policy to firstly try to reduce 
high temperatures in children by:
• Removing articles of clothing to naturally allow 

the child’s’ temperature to decrease
• Sponge bathing to cool down a child with 

cool water to help assist the body to naturally 
reduce the temperature

• Providing the child with additional water to 
drink to keep hydrated

If these methods to bring down the child’s 
temperature fail to remedy the situation the child’s 
parent/guardian or authorised nominee will be 
contacted to collect the child and seek a further 
medical opinion.
In exceptional circumstances where the Centre 
Director cannot get hold of the parent/guardian or 
emergency contact person; the Centre Director 
will administer the child, an “emergency” dose of 
Panadol, to relieve the child’s pain, discomfort or 
symptoms.
If the Centre Director can get on to an emergency 
contact or parent, authorisation over the phone to 
administer the Panadol can be arranged.
The Centre Director will still continue to contact the 
parent/ guardian or emergency contact person until 
someone can be reached to immediately collect 
the child to seek a further medical opinion.
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Other exceptional circumstances may include: Parents/
guardians on route to the centre to collect their unwell child 
but may be travelling a significant distance to get there.
The “emergency” dose of Panadol is to be issued by the 
Centre Director only and the dosage will be based on the age 
of the child as stated on the manufacturers label on the back of 
the bottle.
This must be written up in the classroom Medication Folder 
and upon collection, the parent of the child must sign to 
acknowledge the “emergency” dosage has been administered.
Please note; this process will only be used for exceptional 
circumstances where the parent/guardian or emergency 
contact persons cannot be reached or traveling to collect their 
unwell child from a significant distance from the centre.
Please note; the “emergency” dosage of Panadol cannot be 
approved or administered because the parent does not wish 
to:
• Leave work to collect their child
• Leave study to collect their child
• Leave a social event, engagement or prearrange 

appointment to collect their child
The child’s safety and wellbeing will always be our first 
priority. The Centre Director reserves the right to make the 
decision on exceptional circumstances if they believe an 
“emergency” dosage is the best solution to relieve the child’s 
pain, discomfort or symptom until the parent/ guardian or 
emergency contact person arrives to collect the child.

Hygiene practices at the centre
Correct Hand Washing procedures are implemented at the 
centre by children and staff as per the centres “Toileting and 
Hand Washing Policy”.
Children are supervised at all times whilst washing their hands 
before and after meals and after toileting transitions, toileting 
attempts and after individual nappy changing transitions.

Behaviour management and positive behaviour 
guidance

Our Behaviour Guidance Policy is centred on the importance 
of respect and dignity given to each child, acknowledging and 
accepting children’s feelings and encouraging these feelings 
to be expressed.

centre policies and 
procedures (continued)
IMPLEMENTED AT THE CENTRE

“Play, in the lives
of children, is nourishment. 
It is learning, imagination, 
recreation, and enjoyment. 
It relaxes tension and 
makes up for defeats and 
disappointments. It
is ‘research’ because play is 
motivated
by curiosity and a desire to 
learn about living. By trial 
and error, play discovers 
satisfaction through 
thinking and doing. It is 
what children like to do the 
most, and it is what children 
most need to do.”
(Bender, Flatter & Sorrentino 
2000, p. 188).
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Steps that we take towards establishing Good 
Behaviour Guidance include:
• Setting and maintaining appropriate limits and 

age appropriate consequences relevant to the 
behaviour

• Explaining the appropriate uses of materials 
and equipment and placing reasonable and age 
appropriate expectations on their intended uses 
and implementation in the classroom environment

• Reinforcing positive behaviour with praise, 
rewards and responsibility

• Explaining why a behaviour is inappropriate or 
unacceptable and providing acceptable options 
or choices in line with age and developmental 
ranges

• Offering children choices and encouraging 
decision making amongst peers, by setting 
realistic expectations which are age and 
developmentally appropriate to meet the needs 
of the children in the group

Reporting disclosures of harm or suspected 
harm

The Centre is committed to ensuring that the safety 
and well being of children and young people is 
paramount.
It is the policy of the centre that staff make an 
immediate notification to the relevant Child Protection 
Agency if they suspect that a child is at risk of harm 
or has been harmed. This includes the mandatory 
reporting required if in the unlikely event a serious 
injury is sustained whilst in care at the centre. Staff will 
participate in regular training on their responsibilities 
relating to Child Protection issues.

Learning support and additional need 
requirements

We aim to provide an environment that protects 
and facilitates inclusion where there are no limits 
or expectations placed on children who attend 
the centre on the basis of gender, equity, equality, 
background, religion, special needs or special 
requirements. Upon enrolling your child at our centre, 
it is important to discuss with us any special/additional 
needs, diagnosed medical conditions, pending 
medical diagnosis or special requirements that your 
child may need so our centre staff can support and 
assist them to confidently commence enrolment at 
the centre.
It is important that upon enrolling your child in the 
centre that we meet with you and your child to 
provide us with the opportunity to introduce ourselves 
and begin to lay the foundation to establish a trusting 
relationship/bond with your child prior to their 
commencement at the centre. This also helps to settle 
the child and alleviate any anxiety they may have 
and provides us with a better understanding of their 
individual needs and requirements. We believe in the 
importance of planning to ensure we consider the 
needs of the child, so it is important to us to gather 
as much information as possible from any related 
medical professionals such as Doctors, Pediatricians, 
Occupational and Speech Therapists, Support 
Workers, Respite Workers etc. 

It also provides us with an opportunity to organise 
any supportive material or aids required and to begin 
the process of establishing a positive professional 
relationship with support workers to ensure positive 
outcomes for the child.

We appreciate any assistance you can give us during 
this process by supplying us with all the required 
medical reports, therapy plans, action plans or 
recommend advice that we will need to develop 
an Individual Management Plan for your child and 
discuss our recommendations. It is important to us to 
promptly gather all this information, to allow time to 
contact relevant medical professionals or inclusion 
agencies to begin the process of enrolment.
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Child Safe Standards

At Green Leaves Early Learning Services we are 
committed to safety and wellbeing of all children and 
young people. This will be the primary focus of our 
care and decision-making in order to protect children 
from all forms of abuse.
 
Green Leaves has zero tolerance for child abuse. We 
are committed to providing a child safe environment 
where children and young people are safe and feel 
safe, and their voices are heard about decisions that 
affect their lives. Particular attention will be paid to the 

centre policies and procedures (continued)
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cultural safety of Aboriginal children and children 
from diverse and/or linguistic backgrounds, as 
well as the safety of children with a disability.
 
Every person involved in Green Leaves has 
a responsibility to understand the important 
and specific role he/she plays individually and 
collectively to ensure that the wellbeing and 
safety of all children and young people is at the 
forefront of all they do and every decision  
they make.
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