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Dear Families, 

Management and Educators would like to take this opportunity to 
welcome you to Alphabet Long day Care College. 

Our service is family owned and operated and our educators have 
been employed due to their qualifications, passion and drive to 
work within the Early Childhood Industry in order to provide 
families with the highest quality of care and professionalism to all 
children and their families. 

Alphabet Long Day Care College embraces the opportunity to work 
with and support all families in our local community through early 
childhood education and the presentation of a preschool program 
in readiness for primary school education. 

We look forward to meeting all of our new little friends and their 
families and to work in collaboration to meet the needs of all 
children, families, educators and wider community. 

With Thanks, 

Rachael Booth – Director of Alphabet Long Day Care College, 
Management & Educators. 
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Alphabet Long Day Care College 
Philosophical Statement 

 

 

Alphabet Long Day Care College 

Philosophy 

 Alphabet Long Day Care College is a richly stimulating, innovative and caring environment which 
fosters a child's natural curiosity and thirst for knowledge. The environment and program draws 
from the very best early childhood teaching theories and practices from around the world with 
emphasis on the Early Years Learning Framework (EYLF, 2009). It offers a purposeful experience that 
establishes in each child a love of learning and a strong sense of self.  

 Reflective planning allows the opportunity for both intentional teaching and spontaneous play 
ensuring that children are successful, competent and capable learners who have a clear 
understanding and connection to their sense of self, the community and the world around them.  

Alphabet Long Day Care College provides learning opportunities that build upon each child's 
strengths while challenging them to explore their potential. Children are encouraged to ask 
questions as they build an understanding of the world, and their place in it, while learning to live and 
play happily and purposefully with others. 

We act as an extension of home and provide an environment where children feel loved, accepted 
and secure, as well as being a place where children are encouraged to achieve their best socially, 
emotionally and academically. We have a moral and social obligation to the children, their families 
and the greater community to provide the children with a core foundation that will support them 
through life to become active members of the community. 

 Alphabet Long Day Care College fosters strong home -school partnerships, creating a smooth and 
caring transition from home to preschool. Parent participation is encouraged and educators work in 
partnership with parents in optimising the learning of each child. We place great value on 
developing strong links between home and preschool. At all times we strive hard to develop 
partnerships based on mutual understandings, mutual respect and continual dialogue promoting 
shared learning and collaboration. 

We view the child’s time spent at our preschool as an apprenticeship in humanity where differences 
are embraced and acceptance of others is always encouraged as the best choice. Offering support to 
challenge and succeed within our 5 developmental outcomes (EYLF, 2009), critical reflection and 
careful planning will allow each child’s interests to be responded to and scaffolds their learning. We 
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represent an educational vehicle, engrossing the children in projects and a learning system which 
allows them to question, examine and enjoy the challenge of the experiences before them. 

It is our belief that when the children, educators and families of The Alphabet Long Day Care 
College intertwine, it creates the unmistakable essence that is uniquely recognized as 
Alphabet Long Day Care College. 

 

BELONGING, BEING & BECOMING - The Early Years Learning Framework for 
Australia (2009), Australian Government Department of Education. 

 

 

 
 

Hours of Operation 

Alphabet Long Day Care College Hours of Operation 

Monday  7.30am-6.00pm 
Tuesday 7.30am-6.00pm 

Wednesday 7.30am-6.00pm 
Thursday 7.30am-6.00pm 

Friday 7.30am-6.00pm 
Closed all calendared Public Holidays 

Alphabet Long Day Care College will be closed on all calendared public 
holidays.  

No Children are to be left unattended at the service outside these hours. Please refer to the 
dropping off and collection policy for further information regarding these procedures. Our 

Policy and Procedure handbook is located at the front office in foyer and can be accessed by 
all families at all times. Photo copies can be requested if needed. 

Opening hours will be reviewed annually to ensure that they meet the needs of all families. 

+ 

Smoke Free Environment 

Alphabet Long Day Care College is a smoke free area. All Parents and visitors are requested 
to refrain from smoking within the indoor or outdoor areas at all times. 

Parents are requested to advise any emergency contacts and visitors to the service of this 
policy. 
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Enrolling your Child 

Alphabet Long Day Care College has a simple enrolment procedure for families wanting to 
join our service. The procedure is outlined in the following policy: 

Enrolment Policy 

Quality Area 6: Collaborative partnerships with families and communities. 
Standard 6.1: Respectful supportive relationships with families are developed and 
maintained. 
Standard 6.2: Families are supported in their parenting role and their values and beliefs 
about child rearing are respected. 
Standard 6.3: The service collaborates with other organisations and service providers to 
enhance children’s learning and wellbeing. 

 

Children enrolled in the child care program must be under six years of age 

Enrolments will be accepted providing: a) The maximum daily attendance does not exceed 
the licensed capacity of the Service b) A vacancy is available both for the booking required 
and in the agreed number of children in the following age groupings:  2-6 years 

The Australian Government has a set of priority of access guidelines for all children’s 
services eligible for Child Care Benefit. Families meeting these guidelines receive priority 
access to a service:  

• Children at risk 

• Children in working families (both partners and one in case of a single family)  

• Children in families of Aboriginal or Torres Strait Island origin  

• Children in families which include a disabled person  

• Children in families with a low income health care card  

• Children in families from a non-English speaking background  

• Children in families that are socially isolated  

• Children of single parents  

When an enquiry is made, the child’s name is added to the Service’s waiting list. 

When families apply to join the list they are asked a series of questions to determine their 
particular circumstances. A scoring system is applied based on their responses. This 
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determines their child’s place on the waiting list. As places become available they are 
offered to those highest on the list as stated on the guidelines above.  

Carers of all children enrolled in the program shall pay a security deposit in advance acting 
as their bond. Failure to do so will lead to the child not being accepted. When 2 weeks’ 
notice of withdrawal is given, the bond will be refunded. 

Children with disabilities will be enrolled, if in the opinion of the Director, the Centre can 
meet the child's needs. Additional resources and funding may be required.  

Families will be asked to provide the following information: 

1. The full name, residential address, place of employment and contact telephone 
number of a parent 

2. The full name, residential address, place of employment and contact telephone 
number of a person who may be contacted in case of an emergency concerning the 
child if a parent is unable to be contacted. Parent must nominate who can be contact 
in the case of an emergency or for the collection of the child. 

3. The full name, residential address, place of employment and contact telephone 
number of any person authorised to collect the child from the Service. Parent must 
nominate who can be contacted for the collection of the child 

4. The gender of the child 

5. Any court orders or parenting agreements regarding the child 

6. The primary language spoken by the child; if the child has not learnt to speak, the 
child’s family’s language 

7. The cultural background of the child 

8. Any special requirements notified by the family, including for example cultural or 
religious requirements 

9. The needs of a child with a disability or with other additional needs 

10. A statement indicating parental permission for any medications to be administered 
to the child whilst at the Service. Only a parent on the enrolment form can authorise 
the administration of medication. 

11. A statement indicating parental permission for any emergency medical hospital and 
ambulance services 

12. The name and address and telephone number of the child’s doctor and the nearest 
public hospital 



Alphabet Long Day Care College          Family Handbook 6th Edition 2018  Page 7 
 

13. Excursion permission for regular occurring outings 

14. The child's Medicare number 

15. Specific healthcare needs of the child, including any medical condition including 
allergies, including whether the child has been diagnosed as at risk of anaphylaxis 

16. Any medical management plan, anaphylaxis Medical Management Plan or Risk 
Minimisation Plan to be followed with respect to a specific healthcare need, medical 
condition or allergy 

17. Details of any dietary restrictions for the child 

18. The immunisation status of the child 

19. CRN for child and claimant 

On enrolment, the family will need to provide the child’s birth certificate, to be copied and 
kept on the child’s file and their immunisation history (Blue Book), also to be kept on file. 

Any child who is not immunised must be kept away from the Service if and when an 
outbreak of an immunise-able infectious disease occurs to protect that child and to prevent 
further spread of infection. In the instance of the child being immunised and the Blue Book 
immunisation record is not provided to the Service – the child would be viewed as not being 
immunised.  

It is the family’s responsibility to keep the Centre informed of any changes to the 
information recorded on the application form. 

Orientation is an important experience for all stakeholders in the Service, for the child to 
feel supported and secure in the environment, the family to have any questions answered 
and to meet and share information with the Educators and for the Educators to initiate a 
connection with the child with the support of a family member and also the family, 
explaining routines and seeing how best we can support the family and child. 

Orientation is available to all families, preferably during the morning for at least 3 times 
before the start date. A family member must always remain at the Service to maintain 
ratios. 

Families will be offered to take home a copy of the Service’s Policy Manual to review. 

On enrolment, families will receive an Enrolment Pack which includes; 

• Current fee structure and payment details 
• Policies including, but not limited to, those required under Regulation 168 
• Information on the National Quality Framework, National Quality Standards and the 

Early Years Learning Framework 
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• Information Booklet with general information about communication, nutrition and 
illness etc.; and 

• ECA Code of Ethics brochure 
 

ENROLMENT ORIENTATION CHECKLIST 

• Enrolment forms completed 
• Policies discussed i.e. fees in advance, sun safety, accident and medical authorisation 
• Advance fee payment explained 
• Information Booklet provided and discussed 
• Signing in/out process 
• Clothing and toys brought to Service discussed 
• Introduced to child's Educators 
• Tour around the Service 
• Procedure for administration of medications discussed 
• Medical management plan completed on file (if applicable) 

IN THE ROOM CHECKLIST 
• Introduction to routine and programming, including Observations 
• Newsletter 
• Day Journal 
• Where to find lunch box, news box, sunscreen, spare hats, locker 
• Family Goal’s sheet for the child 
• Confirm family’s preferred method of communication 

 

ADMINISTRATION CHECKLIST 

• Enrolment form with important information highlighted has been given to the Room 
Leader 

• Immunisation certificate and birth certificate sighted and photocopied 
• Add child to Observation lists 
• Add child to Service’s medical attributes sheet and distribute (if necessary) 
• Service’s computer system has been updated 
• Enrolment lodged with DEEWR 
• File for Child’s information created 

 

This policy was made with consideration to Education and Care Services National 
Regulations, National Quality Standard, Child Care Benefit (Eligibility of Child Care Services 
for Approval and Continued Approval) Determination 2000, included in the Legislative 
Extracts, Guide to the Education and Care Services National Law and the Education and Care 
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Services National Regulations 2011, Guide to the National Quality Standard, Priority for 
allocating places in child care services 

Date that the policy was last updated or revised: November, 2015 

Child Care Benefit (CCB)/ Child Care Rebate (CCR) 

To claim the childcare benefit on your account you will be required to contact the family 
assistance office and request a child care benefit assessment for your child. You can also 

request the child care rebate to be forwarded directly to the service which will also reduce 
your child’s weekly fee. 

Waiting List 

Positions are not always available immediately at Alphabet Long Day Care College. We have 
composed a waiting list. Families are placed on the waiting list with the Commonwealth 

Childcare Priority of Access Guidelines and Date of placement in mind. 

Families will be informed immediately at enrolment if places are not available on the days 
requested by the family and that they have the opportunity to be placed on our waiting list. 

Families will be informed of their position on their waiting list. If places are available on 
others days families will be made aware.  

Absences 

It is important that we know when your child is not well or attending on their booked days. 
With this in mind we ask that you call and notify the College as soon as possible. For missed 
days our fee still applies and will still be included on your account Child care benefit will still 

be paid for up to 42 days of absences per financial year, these absences are known as 
allowable absences. In cases where your child is away sick and upon return the college is 
presented with a medical certificate. These absences will not be counted towards the 42 

days annual limit. (For more information please visit www.familyassist.gov.au, Medicare or 
call Family Assistance Office. 

Immunisation 

Immunisation monitoring is undertaken by centre link. Your child’s immunisation needs to 
be up to date for you to be able to receive the child care benefit. Please be aware of our 

Services policy regarding Immunisation Please see the attached immunisation policy. 

Alphabet Long Day Care College 

Immunisation Policy  

http://www.familyassist.gov.au/
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When groups of children are together, illness and disease can spread rapidly. Immunisable 
diseases such as measles and whooping cough can have serious health consequences for 
children, especially young children. Staff members who work in a childcare setting are also at 
increased risk of certain infectious illnesses.  

National Quality Standard (NQS) 

Quality Area 2: Children’s Health and Safety   

2.1 Health  Each child’s health and physical activity is supported and promoted  

2.1.2 Health practices and procedures  Effective illness and injury management and hygiene practices are 

promoted and implemented 

2.2 Safety  Each child is protected  

2.2.2 Incident and emergency 

management  

Plans to effectively manage incidents and emergencies are 

developed in consultation with relevant authorities, practiced and 

implemented. 

 

Education and Care Services National Regulations 

Children (Education and Care Services) National Law NSW  

77 Health, hygiene and safe food practices 

88 Infectious diseases  

90 Medical conditions policy 

162 Health information to be kept in enrolment record 

 

 

RELATED POLICIES  

Enrolment Policy  
Family Communication Policy  
Incident, Illness, Accident and Trauma Policy  
Orientation of New Families Policy  
Record Keeping and Retention Policy  
Infectious Disease Policy  
Sick Children Policy  
Work Health and Safety Policy  
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PURPOSE 

The purpose of this policy is to manage and prevent the spread of infectious illnesses and 
diseases. Our Service has a duty of care to ensure that all children, families and educators are 
provided with a high level of protection during the hours of the Service operation. This includes 
notifying children, families and educators when an excludable illness or disease is present in the 
Service; maintaining a record of children’s immunisation status; complying to relevant health 
department exclusion guidelines; and Increasing educators’ awareness of cross infection 
through physical contact with others. 
 

SCOPE 

This policy applies to children, families, staff, management and visitors of the Service. 

 

IMPLEMENTATION 

Immunisation is a reliable way to prevent some infections. Immunisation works by giving a 
person a vaccine—often a dead or modified version of the germ—against a particular disease. 
This makes the person’s immune system respond in a similar way to how it would respond if 
they actually had the disease, but with less severe symptoms. If the person comes in contact 
with that germ in the future, their immune system can rapidly respond and prevent the person 
becoming ill. 
 
Immunisation also protects other people who are not immunised, such as children who are too 
young to be immunised, or people whose immune systems did not respond to the vaccine. This 
is because the more people who are immunised against a disease, the lower the chance that a 
person will ever come into contact with someone who has the disease. The chance of an 
infection spreading in a community therefore decreases if a large proportion of people are 
immunised, because the immune people will not become infected and can protect the 
vulnerable people; this is known as ‘herd immunity’ 
 
From 1 January 2018 children who are unvaccinated due to their parent’s conscientious 
objection will no longer be able to be enrolled in childcare in NSW. Children who cannot be fully 
vaccinated due to a medical condition or who are on a recognised catch-up schedule will still be 
able to be enrolled upon presentation of the appropriate form signed by a medical practitioner.  
 

Management/Nominated Supervisor will  

• Review children’s immunisation each month, updating the child’s records kept at the 
service, and sending remainder letters and emails for families  

• Not enrol a child into the Service unless approved documentation has been provided 
that confirms the child is fully immunised for their age or has a medical reason not be 
immunised.  

• Provide staff with information about vaccine-preventable diseases  
• Take all reasonable steps to encourage non-immune staff to be vaccinated. 
• Notify families when an outbreak of an immunise-able disease occurs 
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• Exclude any child who is not immunised from the Service if and when an outbreak of an 
immunise-able infectious disease occurs to protect that child and to prevent further 
spread of infection. In the instance of the child being immunised and the Immunisation 
record not provided to the Service – the child would be viewed as not being immunised.  

• Advise any staff members who fall pregnant to visit their GP immediately and have a test 
for Cytomegalovirus (CMV) to check their immunity. Any pregnant staff member who is 
at a heightened risk will not change nappies and will double glove when coming into 
contact with any body fluids, especially saliva. 

Families will  

• Provide the Service with a copy of one or more of the following documents: 
 

- An AIR Immunisation History Statement which shows that the child is up to date 
with their scheduled vaccinations; or 

- An AIR Immunisation History Form on which the immunisation provider has 
certified that the child is on a recognised catch-up schedule; or 

- An AIR Immunisation Medical Exemption Form which has been certified by a GP 
 

• Provide the service with an updated copy of their child’s current immunisation record 
every 6 months. 

• Ensure they provide the Service with the Medicare immunisation record which can be 
downloaded through the myGov website. Please note that the ‘blue book’ is no longer an 
acceptable form of evidence.  
 

 The Australian Immunisation Register (AIR) used to be the Australian Childhood 
Immunisation Register. It now records vaccines for people of all ages in Australia.  

 

New South Wales (NSW) 

• The National Immunisation Program (NIP) Schedule TO BE DISPLAYED IN THE SERVICE  
can be accessed and downloaded from: 
http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-
immunisation-program-schedule   

• NSW Health Phone number 1800 671 811  
• Local NSW Public Health Unit Contact Details - 

http://www.health.nsw.gov.au/Infectious/Pages/default.aspx 
•  Immunise Australia National Hotline 

1800 671 811  

• Australian Government – Department of Human Services 
https://www.humanservices.gov.au/individuals/online-help/medicare/getting-your-
immunisation-history-statement-using-your-medicare-online-account 

Note homeopathic immunisation is not recognised 

 

http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-immunisation-program-schedule
http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-immunisation-program-schedule
http://www.health.nsw.gov.au/Infectious/Pages/default.aspx
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Source 

• Australian Children’s Education & Care Quality Authority. 
• Guide to the Education and Care Services National Law and the Education and Care 

Services National Regulations  
• ECA Code of Ethics. 
• Guide to the National Quality Standard.  
• NSW Public Health Act- NSW Government October 2017 

http://www.health.nsw.gov.au/immunisation/Pages/childcare_qa.aspx#15 

• Staying Healthy in Child Care. 5th Edition  
• Australia Childhood Immunisation Register  

https://www.humanservices.gov.au/customer/services/medicare/australian-
childhood-immunisation-register 

Revised National Quality Standard 

• Immunise Australia Program  
www.immunise.health.gov.au  

• Australian Government – Department of Human Services 
https://www.humanservices.gov.au/individuals/online-help/medicare/getting-your-
immunisation-history-statement-using-your-medicare-online-account 

 

  

Review 

Policy Reviewed  Modifications  Next Review Date  

March 2017 Policy has been researched and reviewed, no changes made.   March 2018 

September 2017 Updated the references to comply with the revised 
National Quality Standards   

 

March 2018 

October 2017 Updated to comply with new vaccination regulations in NSW. 

Effective January 1, 2018 

March 2018 

March 2018 Amendments made to comply with changes to Immunisation 

requirements   

March 2019 

Fees 

All accounts must be paid weekly/ fortnightly and kept up to date at all times please see the 
Fees Policy. 

http://www.health.nsw.gov.au/immunisation/Pages/childcare_qa.aspx#15
https://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register
https://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register
http://www.immunise.health.gov.au/
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Alphabet Long Day Care College 

Payment of Fees Policy  
National Quality Standard (NQS) 

Quality Area 7: Governance and Leadership   

7.1 Governance  Governance supports the operation of a quality service  

7.1.2 Management Systems  Systems are in place to manage risk and enable the effective 

management and operation of a quality service  

7.1.3 Roles and Responsibilities  Roles and responsibilities are clearly defines, and understood and 

support effective decision making and operation of the service  

 

National Education and Care Regulations  

Quality Area 7: Leadership and service management 

 

168  Education and care service must have policies and procedures 

  

 

Related Policies  

Arrival and Departure Policy  
Enrolment Policy  
Governance Policy  
Orientation of New Families Policy  
Privacy and Confidentiality Policy  
Termination of Enrolment Policy  
 

PURPOSE 

For parents to gain a clear understanding of the Service fee structure ensuring children’s fees 
are paid on time and that there are consequences for failure to pay fees on time.  
 
 
SCOPE 

This policy applies to children, families, staff, management and visitors of the Service. 
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IMPLEMENTATION 

The fee structure of the Service includes: 
 

Enrolment Fee & Bond Payment  
• An enrolment fee of $30.00 is charged upon confirmation of enrolment. This fee 

must be paid prior to commencement at the Service.  
• A bond of $20.00per day enrolled is to be paid to hold a child’s position at the 

Service.  
• The Bond payment will be refunded back to families when the child leaves the 

Service alternatively used to pay outstanding fees accrued during attendance.  
 
 
 

General Fees  
• Fees are charged daily and vary depending on the Child Care Subsidy (which 

replaces the current Child Care Benefit and Child Care Rebate from 2nd July 
2018). The Child Care Subsidy will be paid directly to the Service.  

• Basic requirements that must be satisfied for an individual to be eligible to 
receive Child Care Subsidy for a child include:  
1. The age of the child (must be 13 years or under and not attending secondary 

school) 
2. The child meeting immunisation requirements 
3. The individual, or their partners, meeting the residency requirements  

• Families level of Child Care Subsidy will be determined by:  
1. Combined family income  
2. Activity level of parents 
3. Type of child care Service  

• Fees must be kept up to date of a child’s attendance   
• Fees to be paid weekly or fortnightly on a regular basis through direct debit 

system, eftpos or cash. Families must pay fees on a weekly or fortnightly basis 
and it is a requirement that the families pay up to date and are not in arrears.  

• Fees are payable for every day that a child is enrolled at the Service. This 
includes pupil free days, sick days and family holidays but excludes periods 
when the Service is closed. 

• Fees are charged at full days only (no matter what the attendance hours are) 
• Casual days may be offered to families if available. 

 
Payment of fees 

• Fees are set up using the Service’s direct debit system, eftpos or cash. 
• Families will be issued with a fee statement on a fortnightly basis in accordance 

with the fee payment and Regulatory requirements.  
 

Financial Difficulties  
• If a family is experiencing financial difficulties, a suitable payment plan may be 

arranged with authorisation of the approved provider  
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Failure to Pay  

• If a family fails to pay the required fees on time, a reminder letter will be issued 
after one week and then again after two weeks, where the fees are still 
outstanding. A child’s position will be terminated if payment has not been made 
after the three weeks, to which the family will receive a final letter terminating 
the child’s position. At this time the Service will initiate its debt collection 
procedure, following privacy and conditional requirements.  

 
 

Late Fees 
• Our Service is not licensed or insured to have children on the premises after 

hours. This is a breach in the Education and Care Regulations.  
• It is unacceptable to pick children up late from the Service. A late fee will apply 

where children are not picked up prior to closing time. Currently, a fee of $15.00 
per 10 minutes block and part thereof will occur.  

• A review of the child’s enrolment will occur where families are consistently late. 
 

Change of Fees 
• Fees are subject to change at any time provided a minimum of four weeks 

written notice is given to all families  
 

Termination of Enrolment  
• Parents are to provide two weeks written notice of their intention to withdraw a 

child from the centre.  
• If termination from the Service is required without notification, families can lose 

their Child Care Subsidy resulting in the payment of full fees to be charged.   
 

 
Responsibility of Management  

• The Nominated Supervisor is responsible for the billing and chasing of fees.  
• Should families wish to discuss fees, they will need to see the Nominated 

Supervisor.  
 
Source 

•  The Business of Child Care, Karen Kearns 
•  National Quality Standard 
• Revised National Quality Standard 

 

Review 

Policy 

Reviewed  

Modifications  Next Review Date  
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March 2017 Minor changes made to ensure compliance with regulations 

and government requirements.  

March 2018 

October 2017 Updated references to comply with the revised National 

Quality Standard 

March 2018 

March 2018 Changes made to comply with Regulations and changes to Child 

Care Subsidy 

DELETE FROM LAST PAGE: If a child does not attend the 
service on their last night, this will result in cessation of 
care in accordance with Centrelink. Centrelink will forfeit 
your Child Care Benefit and Child Care Rebate and families 
will be required to pay the full fee to the service.  

March 2019 

 
 

Privacy and Confidentiality 

Please see Privacy & Confidentiality Policy 

Alphabet Long Day Care College            
Privacy and Confidentiality Policy  
 
The right to confidentiality and privacy of the child and the family is outlined in Early Childhood 
Code of Ethics and National Education and Care Regulations. We will respect the privacy of 
children and their parents and educators, while ensuring that they access high quality early 
years care and education in our Service. 
 
National Quality Standard (NQS) 
Quality Area 7: Governance and Leadership   

7.1 Governance  Governance supports the operation of a quality service  

7.1.1 Service philosophy and 
purposes  

A statement of philosophy guides all aspects of the 
service’s operations 

7.1.2 Management Systems  Systems are in place to manage risk and enable the 
effective management and operation of a quality 
service  

7.1.3 Roles and Responsibilities  Roles and responsibilities are clearly defines, and 
understood and support effective decision making and 
operation of the service  
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7.2 Leadership  Effective leadership builds and promotes a positive 
organisational culture and professional learning 
community  

 
Education and Care Services National Regulations 
Children (Education and Care Services) National Law NSW  

168 Education and care services must have policies and procedures 

181 Confidentiality of records kept by approved provider 

181-
184 

Confidentiality and storage of records 

 
 
PURPOSE 
To preserve private and confidential files of the children, families, staff and visitors using the 
Service. We aim to protect the privacy and confidentiality by ensuring continuous improvement 
on our current systems use, storage and disposal of records, ensuring that all records and 
information about individual children, families, educators and management are preserved in a 
secure place and are only retrieved by or released to people who need the information to fulfil 
their responsibilities at the service or have a legal obligation to distinguish.   
 
SCOPE 
This policy applies to children, families, staff, management and visitors of the Service. 
 
IMPLEMENTATION 
Early Childhood Services are required to comply with Australian privacy law which includes the 
Privacy Act 1988 (the Act) which was amended in February 2017, with the changes due to take 
effect on February 22nd 2018.  
 
The new law introduces a Notifiable Data Breaches (NDB) scheme that requires Early Childhood 
Services, Family Day Care Services and Out of School Hours Care Services to provide notice to 
the Office of the Australian Information Commissioner (formerly known as the Privacy 
Commissioner) and affected individuals of any data breaches that are “likely” to result in 
“serious harm.” 
 
Businesses that suspect an eligible data breach may have occurred, must undertake a 
reasonable and expeditious assessment to determine if the data breach is likely to result in 
serious harm to any individual affected. A failure to notify that is found to constitute a serious 
interference with privacy under the Privacy Act may result in a fine of up to $360,000 for 
individuals or $1.8 million for organisations. 
In order to comply with the Privacy Act, services are required to follow the Australian Privacy 
Principles (APPs), which are contained in Schedule 1 of the Privacy Act 1988 (Privacy Act). 
 
In particular, the principles cover how personal information can be used and disclosed 
(including overseas), keeping personal information secure, and the open and transparent 
management of personal information including having a privacy policy. 
 
The principles cover: 
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• the open and transparent management of personal information including having a 
privacy policy 

• an individual having the option of transacting anonymously or using a pseudonym 
where practicable 

• the collection of solicited personal information and receipt of unsolicited personal 
information including giving notice about collection 

• how personal information can be used and disclosed (including overseas) 
• maintaining the quality of personal information 
• keeping personal information secure 
• right for individuals to access and correct their personal information 

 
The APPs place more stringent obligations on APP entities when they handle ‘sensitive 
information’. Sensitive information is a type of personal information and includes information 
about an individual's: 

• health (including predictive genetic information) 
• racial or ethnic origin 
• political opinions 
• membership of a political association, professional or trade association or trade union 
• religious beliefs or affiliations 
• philosophical beliefs 
• sexual orientation or practices 
• criminal record 
• biometric information that is to be used for certain purposes 
• Biometric templates. 

 
 
Australian Privacy Principles (APPs) 
 
APP 1 – Open and transparent management of personal information  
Ensures that APP entities manage personal information in an open and transparent way. This 
includes having a clearly expressed and up to date APP privacy policy. 
 
APP 2 – Anonymity and Pseudonymity  
Requires APP entities to give individuals the option of not identifying themselves, or of using a 
pseudonym. Limited exceptions apply 
 
APP 3 – Collection of solicited personal information  
Outlines when an APP entity can collect personal information that is solicited. It applies higher 
standards to the collection of ‘sensitive’ information. 
 
APP 4 – Dealing with unsolicited personal information  
Outlines how APP entities must deal with unsolicited personal information. 
 
APP 5 – Notification of the collection of personal information  
Outlines when and in what circumstances an APP entity that collects personal information must 
notify an individual of certain matters. 
 
APP 6 – Use or disclosure of personal information  
Outlines the circumstances in which an APP entity may use or disclose personal information 
that it holds 
 
APP 7 – Direct marketing  
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An organisation may only use or disclose personal information for direct marketing purposes if 
certain conditions are met. 
 
APP 8 – Cross-order disclosure of personal information  
Outlines the steps an APP entity must take to protect personal information before it is disclosed 
overseas 
 
APP 9 – Adoption, use or disclosure of government related identifiers  
Outlines the limited circumstances when an organisation may adopt a government related 
identifier of an individual as its own identifier, or use or disclose a government related identifier 
of an individual. 
 
APP 10 – Quality of personal information  
An APP entity must take reasonable steps to ensure the personal information it collects is 
accurate, up to date and complete. An entity must also take reasonable steps to ensure the 
personal information it uses or discloses is accurate, up to date, complete and relevant, having 
regard to the purpose of the use or disclosure.  
 
APP 11 – Security of personal information  
An APP entity must take reasonable steps to protect personal information it holds from misuse, 
interference and loss, and from unauthorised access, modification or disclosure. An entity has 
obligations to destroy or de-identify personal information in certain circumstances. 
 
APP 12 – Access to personal information  
Outlines an APP entity’s obligations when an individual requests to be given access to personal 
information held about them by the entity. This includes a requirement to provide access unless 
a specific exception applies.  
 
APP 13 – Correction of personal information  
Outlines an APP entity’s obligations in relation to correcting the personal information it holds 
about individuals 
 
Management will:  

• Provide Staff and Educators with relevant changes  
• Ensure personal information in protected in accordance with our obligations under the 

Privacy Act 1988 and Privacy amendments (Enhancing Privacy Protection) Act 2012 
• Ensure all records and documents are maintained and stored in accordance with 

Education and Care Service National Regulations 
• Ensure the service acts in accordance with the requirements of the Privacy Principles 

and Privacy Act 1988 by developing, reviewing and implementing procedures and 
practices  that identify  

- the name and contact details of the service;  
- what information the service collects and the source of information  
- why the information is collected; 
- who will have access to the information  
- Collection, storage, use, disclosure and disposal of personal information 

collected by the service  
- any law that requires the particular information to be collected;  
- adequate and appropriate storage for personal information collect by the 

service  
- protection of personal information from unauthorised access 

• Ensure the appropriate use of images of children 
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• Deal with privacy complaints promptly and in a consistent manner, following the Service’s 
Grievance Procedures. Where the aggrieved person is dissatisfied after going through the 
grievance process 

• Ensure families only access files and records of their own children  
• Ensure information given to Educators will be treated with respect and in a professional 

manner 
• Children and staff files are stored in a locked and secure cabinet  
• Ensure Information relating to staff employment will remain confidential to the people 

directly involved with making personnel decisions. 
• Information shared with us by the family will be treated as confidential unless told 

otherwise.  
 

Nominated Supervisor will:  
• Adhere to centre policies and procedures, supporting management  
• Ensure educators, staff, volunteers and families are aware of the privacy and 

confidentiality policy  
• Ensure the service obtains consent from parents and/or guardian of children who will 

be photographed or videoed by the service 
• Ensure families only have access to the files and records of their own children  
• Information given to Educators will be treated with respect and in a professional 

manner 
• Ensure only necessary information regarding the children’s day to day health and 

wellbeing is given to non-primary contact educators – for example food allergies  
• Will not discuss individual children with people other than the family of that child, 

except for the purposes of curriculum planning or group management. Communication 
in other settings must be approved by the family beforehand. 

• Information shared with us by the family will be treated as confidential unless told 
otherwise.  

 
Responsible Persons and Staff will:  

• Read and adhere to the privacy and confidentiality policy at all times  
• Ensure recording information and photographs of children are kept secure and may be 

requires at any time by the child’s parents or guardian  
• Ensure families only have access to the files and records of their own children  
• Treat private and confidential information with respect in a professional manner  
• Will not discuss individual children with people other than the family of that child, 

except for the purposes of curriculum planning or group management. Communication 
in other settings must be approved by the family beforehand. 

• Information shared with us by the family will be treated as confidential unless told 
otherwise.  

• Maintain individual and Service information and store documentation according to this 
policy at all times.  

• Not to share information about the individual or service, management information, or 
other staff as per legislative authority.  

 
 
Personal information our service may request in regards to children:  

• Parent contact details  
• Emergency contact details and persons authorised to collect individual children  
• Children’s health requirements  
• Immunisation records 
• Developmental records and summaries  
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• External agency information  
• Custodial arrangements  
• Incident reports 
• Medication reports 
• Child care benefit and child care rebate information  
• Medical records 
• Permission forms  

 
Personal information our service may request in regards to staff 

• Personal details  
• Tax information  
• Working contract  
• Emergency contact details  
• Medical details  
• Immunisation details  
• Working with children check  
• Qualifications  
• Medical history  
• Resume  
• Superannuation details  
• Child Protection qualifications  
• First Aid, Asthma and Anaphylaxis certificates  

 
Source 

• Australian Children’s Education & Care Quality Authority.  
• Guide to the Education and Care Services National Law and the Education and Care 

Services National Regulations  
• ECA Code of Ethics. 
• Guide to the National Quality Standard.  
• United Nations Convention of the Rights of a child  
• Privacy Act 1988 
• Revised National Quality Standard 
• Australian Childcare Alliance – Changes to the Australia’s Privacy law  
• Office of the Australian Information Commission – Australian Privacy Principles  

https://www.oaic.gov.au/agencies-and-organisations/app-guidelines/ 

https://www.oaic.gov.au/privacy-law/privacy-act/australian-privacy-principles  

 

  

 
Review 
Policy 
Reviewed  

Modifications  Next Review Date  

March 2017 Minor changes made to ensure compliance with regulations  March 2018 

October 2017 Updated references to comply with the revised National 
Quality Standard 

March 2018 

https://www.oaic.gov.au/agencies-and-organisations/app-guidelines/
https://www.oaic.gov.au/privacy-law/privacy-act/australian-privacy-principles
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January 2018 Changes made to comply with changes to the Australian 
Privacy Act 1988, including the replacement of the National 
Privacy principles with the Australian Privacy Principles  

March 2019 

 
 

Licensing 

Alphabet Long Day Care College is licensed for 56 children per day and caters for children 2-
5 years. Our room sizes are set up as follows: 

• 2-3 Years – Toddler Room – 10 places per day, Educator: Child Ratio= 1:5.  

• 3-4 Years – Kindy Room – 20 places per day, Educator: Child Ratio = 1:10. 

• 4-5 Years – Preschool Room – 20 places per day, Educator: Child Ratio = 1:10. 

National Quality Standard 

Alphabet Long Day Care College is covered by the National Quality Framework and has been 
assessed and rated against the seven Quality Areas of the National Quality Standard and the 
Education and Care Services National Regulations. The assessment and rating process aims 
to drive continuous quality improvement for services and provide families with better 
information for making choices about their children’s education and care. The overall rating 
for a service is determined by the combination of the ratings achieved in each Quality Area.  

Each state and territory Regulatory Authority undertakes the assessment and rating process. 
The Australian Children’s Education and Care Quality Authority, ACECQA, is responsible for 
ensuring consistency in assessment and ratings across Australia, assessing services for the 
Excellent rating and creating awareness in the sector and community about the assessment 
and rating process.  

Quality Areas and Ratings 

Quality Area Rating 

1 Educational program and practice Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

2 Children's health and safety Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://acecqa.gov.au/
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
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Quality Area Rating 

National Quality Standard. 

Quality Area description 

3 Physical environment Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

4 Staffing arrangements Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

5 Relationships with children Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

6 Collaborative partnerships with families and 

communities 

Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

7 Leadership and service management Meeting National Quality 

Standard 

 

Meeting National Quality Standard: Indicates that a service is meeting the new, higher 

National Quality Standard. 

Quality Area description 

 Overall Rating: Meeting National Quality Standard  

http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
http://www.mychild.gov.au/pages/National_Quality_Standard.aspx#table1
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Quality Area Rating 

This service has received an overall rating of Meeting National Quality Standard. This service 

meets the new, higher National Quality Standard. It provides quality education and care in 

all seven quality areas.  

Last updated: 07 August 2013  

Policies & Procedures 

Alphabet Long Day Care College had designed policies that guide the day to day operation of 
the College. These policies and procedures are presented in a folder at the reception. Please 
see management or an Educator for assistance to obtain copies of policies. We recommend 
that all families read the information in the folder as to it clearly states the expectations of 
our service. The policies are reviewed annually to ensure safety and efficiency within the 

service.  

The following policies are included in this manual: 

Contents 
Educational Program and Practice  

Quality Area 1: 

Additional Needs Policy   

Celebrations Policy   

Multicultural Religious Beliefs Policy  

Program Policy  

Technology Media Policy  

Children’s Health and Safety 

Quality Area 2: 

Anaphylaxis Management Policy  

Administration of Medication Policy  

Acceptance and Refusal of Authorisations Policy  

Arrival and Departure of Children Policy  

Bottled Breast Milk Policy  

http://www.childcarecentredesktop.com/userfiles/files/Additional%20Needs%20QA1-revised%20July%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Celebrations%20QA1-revised%20Aug%202012.doc
http://childcarecentredesktop.com/userfiles/files/Multicultural%20Religious%20Beliefs%20Policy%20QA1-revised%20Oct%202012.doc
http://childcarecentredesktop.com/userfiles/files/Program%20Policy%20QA1%20-%20revised%20May%202013.doc
http://www.childcarecentredesktop.com/userfiles/files/Electronic%20%26%20Media%20QA1-revised%20Aug%202012.doc
http://childcarecentredesktop.com/userfiles/files/Anaphylaxis%20Management%20Policy.doc
http://www.childcarecentredesktop.com/userfiles/files/Administration%20of%20Medication%20QA2-%20revised%20July%202012.doc
http://childcarecentredesktop.com/userfiles/files/Acceptance%20and%20Refusal%20of%20Authorisations%20Policy%20DRAFT%20QA2.doc
http://www.childcarecentredesktop.com/userfiles/files/Arrival%20and%20Departure%20of%20Children%20Policy%20QA2-revised%20Aug%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Bottled%20Breast%20Milk%20QA2-revised%20Aug%202012.doc
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Child Protection Policy  

 Control of Infectious Diseases Policy   

Dental Health Policy  

Excursions Policy  

Emergency & Evacuation Procedures Policy  

Hand Washing Policy  

Head Lice Policy  

Health & Safety Policy  

Illness Injury Accident and Medical Emergency Policy  

Immunisation Policy  

Infant Bottle Feed Policy  

Medical Conditions Policy  

Nappy Change and Toilet Training Policy  

Nutrition and Food Safety Policy  

Nursery Furniture and Equipment Safety Policy  

OH&S Workplace Safety Persons Policy   

Photograph Policy  

Privacy and Security Policy  

Rest Time Policy  

Safe Storage of Hazardous Substances Policy  

Sick Children Policy  

Sun Protection Policy  

Supervision Policy  

Water Safety Policy 

http://www.childcarecentredesktop.com/userfiles/files/Child%20Protection%20QA2-%20revised%20Aug%202012.doc
http://childcarecentredesktop.com/userfiles/files/Control%20of%20Infectious%20Diseases%20QA2-%20revised%202013.doc
http://www.childcarecentredesktop.com/userfiles/files/Dental%20Health%20QA2-revised%20Aug%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Excursion%20Policy%20QA2-revised%20Sept%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Emergency%20Evacuation%20QA2-%20revised%20Aug%202012.doc
http://childcarecentredesktop.com/userfiles/files/Hand%20Washing%20Policy%20QA2-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Head%20Lice%20Policy%20DRAFT%20QA2.doc
http://childcarecentredesktop.com/userfiles/files/Health%20%20Safety%20QA2-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Illness%20Injury%20Accident%20and%20Medical%20Emergency%20QA2-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Immunisation%20Policy%20QA2-%20revised%20Oct%202012.doc
http://childcarecentredesktop.com/userfiles/files/Infant%20Bottle%20Feeds%20Policy%20QA2-%20revised%20Oct%202012.doc
http://childcarecentredesktop.com/userfiles/files/1%20Medical%20Conditions%20Policy.doc
http://childcarecentredesktop.com/userfiles/files/Nappy%20Change%20Toilet%20Training%20Policy%20QA2%20-%20revised%20Nov%202012.doc
http://childcarecentredesktop.com/userfiles/files/Nutrition%20and%20Food%20Safety%20Policy%20QA2-revised%20Dec%202012.doc
http://childcarecentredesktop.com/userfiles/files/Nursery%20Furniture%20and%20Equipment%20Safety%20Policy%20QA2-revised%20Dec%202012.doc
http://childcarecentredesktop.com/userfiles/files/OH%26S%20Workplace%20Safety%20Persons%20Policy%20DRAFT%20QA2%20%266.doc
http://childcarecentredesktop.com/userfiles/files/Photograph%20Policy%20QA2%20-%20revised%20April%202013.doc
http://childcarecentredesktop.com/userfiles/files/Privacy%20and%20Security%20Policy%20QA2%20-%20revised%20April%202013.doc
http://childcarecentredesktop.com/userfiles/files/Rest%20Time%20Policy%20QA2%20-%20revised%20June%202013.doc
http://www.childcarecentredesktop.com/userfiles/files/Safe%20Storage%20of%20Hazardous%20Substances%20Policy.doc
http://childcarecentredesktop.com/userfiles/files/Sick%20Children%20Policy%20QA2%20-%20revised%20July%202013.doc
http://childcarecentredesktop.com/userfiles/files/Sun%20Protection%20Policy%20QA2%20-%20revised%20July%202013.doc
http://childcarecentredesktop.com/userfiles/files/Supervision%20Policy%20QA2%20-%20revised%20Sept%202013.doc
http://childcarecentredesktop.com/userfiles/files/Water%20Safety%20Policy%20QA2%20-%20revised%20Oct%202013.doc
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Physical Environment  

Quality Area 3: 

Animal Policy  

Environmental Sustainability Policy  

Staffing Arrangements 

Quality Area 4: 

Relief Staff Policy  

Responsible Persons Policy  

Relationships with Children 

Quality Area 5: 

Anti-Bias and Inclusion Policy  

Behaviour Guidance Policy  

Gender Equity Policy  

Interactions with Children Family and Staff Policy  

Respect for Children Policy 

Collaborative Partnerships with Families and Communities 

Quality Area 6: 

Enrolment Policy  

Family Communication Policy 

Grievance Policy (General)  

Grievance Policy for Families  

Non-English Speaking Background Policy  

Open Door Policy  

Orientation Policy for Families  

http://www.childcarecentredesktop.com/userfiles/files/Animal%20Policy%20QA3-%20revised%20July%202012.doc
http://childcarecentredesktop.com/userfiles/files/Environmental%20Sustainability%20Policy%20QA3%20-%20revised%20Sept%202013.doc
http://childcarecentredesktop.com/userfiles/files/Relief%20Staff%20Policy%20QA4%20-%20revised%20June%202013.doc
http://childcarecentredesktop.com/userfiles/files/Responsible%20Persons%20Policy%20QA4%20QA7.doc
http://www.childcarecentredesktop.com/userfiles/files/Anti-Bias%20and%20Inclusion%20QA5-%20revised%20July%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Behaviour%20Guidance%20Policy%20QA5-revised%20Aug%202012.doc
http://childcarecentredesktop.com/userfiles/files/Gender%20Equity%20Policy%20QA5-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Interactions%20with%20Children%20Family%20and%20Staff%20Policy%20QA5%20-%20revised%20OCT%202012.doc
http://childcarecentredesktop.com/userfiles/files/Respect%20for%20Children%20Policy%20QA5%20-%20revised%20June%202013.doc
http://childcarecentredesktop.com/userfiles/files/Enrolment%20Policy%20DRAFT%20QA6.doc
http://www.childcarecentredesktop.com/userfiles/files/Family%20Communication%20Policy%20QA6-revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Grievance%20Policy%20general-1%20QA6-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Grievance%20Procedure%20for%20Families%20Policy%20QA6-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Non-English%20Speaking%20Background%20Policy%20QA6-%20revised%20Dec%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Open%20Door%20Policy.doc
http://childcarecentredesktop.com/userfiles/files/Orientation%20for%20Families%20Policy%20QA6%20-%20revised%20April%202013.doc
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Transition Policy 

Leadership and Service Management 

Quality Area 7: 

Code of Ethics  

Children's Belongings Policy 

Clothing Policy  

Confidentiality Policy  

Curriculum (Pedagogy) and Educators Development Training Policy  

Facebook Policy  

Governance Policy  

Grievance and Staff Conflict Policy  

In-service and Staff Development Policy  

Payment of Fees Policy  

Philosophy   

Retention of Records Policy  

Student and Voluntary Workers Policy  

Withdrawal of a Child Policy  

Writing Reviewing and Maintaining Policies 

Grievances 

We at Alphabet Long Day Care College acknowledge all arising issues and grievances 
seriously and confidentially. We aim to ensure appropriate actions are taken to rectify any 

complaints, issues, comments and grievances brought to our attention by our families 
promptly. Our College holds a strong belief that open communication builds strong 

relationships in turn ensuring our service continues to provide a strong nurturing supportive 
environment for our families and their children. Our grievance procedure is outlined in our 

Complaints/ Grievance Policy.  
All unresolved Complaints Grievances regarding this service should be reported to: 

http://childcarecentredesktop.com/userfiles/files/Transition%20Policy%20QA6%20-%20revised%20Sept%202013.doc
http://www.childcarecentredesktop.com/userfiles/files/Code%20of%20Ethics%20-%20E%20C%20wps.pdf
http://www.childcarecentredesktop.com/userfiles/files/Childrens%20Belongings%20QA7-%20revised%20Aug%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Clothing%20QA7-%20revised%20Aug%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Confidentiality%20QA7-%20revised%20Aug%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Curriculum%20(Pedagogy)%20and%20Educators%20Development%20Training%20Policy%20QA7-%20Revised%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Facebook%20Policy%20QA7-revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/Governance%20Policy%20QA7.doc
http://childcarecentredesktop.com/userfiles/files/Grievance%20Procedure%20for%20Staff%20%20QA7-%20revised%20Sept%202012.doc
http://childcarecentredesktop.com/userfiles/files/In-service%20and%20Staff%20Development%20Policy%20QA7%20-%20revised%20OCT%202012.doc
http://www.childcarecentredesktop.com/userfiles/files/Philosophy%20-%20example.doc
http://www.childcarecentredesktop.com/userfiles/files/Retention%20of%20Records%20Policy%20QA7.doc
http://childcarecentredesktop.com/userfiles/files/Student%20and%20Voluntary%20Workers%20Policy%20QA7%20-%20revised%20July%202013.doc
http://childcarecentredesktop.com/userfiles/files/Withdrawal%20of%20a%20Child%20Policy%20QA7%20-%20revised%20Oct%202013.doc
http://childcarecentredesktop.com/userfiles/files/Writing%20Reviewing%20and%20Maintaining%20Policies%20Policy%20QA7%20-%20revised%20Oct%202013.doc
http://childcarecentredesktop.com/userfiles/files/Writing%20Reviewing%20and%20Maintaining%20Policies%20Policy%20QA7%20-%20revised%20Oct%202013.doc
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Licensee – Lynne Burgess Ph: 6568 3742 

Early Childhood Education and Care Directorate – Ph: 1800 619 113 Fax: 02 86331810 

Emergency & Fire Evacuations 

Emergency and fire evacuations are practised regularly within the service, to educate 
children and their families on procedures to follow in the case of an emergency with the key 
focus always being the safety of the children, educators and their families. If you are present 

during an evacuation drill you will be required to participate and follow the evacuation 
procedures. Emergency procedures can be found in all rooms of the service please become 

familiar with these procedures in order to effectively participate. Please ensure all 
instructions given by educators are followed promptly. 

In the event of an emergency, families will be notified as soon as possible and instruction of 
designated area will be advised. 

Educators 

All Educators employed by Alphabet Long Day Care College undergo working with children’s 
checks screenings prior to employment. Educators have been selected due to their 

qualifications, skills and passion for working within the early childhood industry. 

All educators maintain early childhood qualifications and undertake in-service training and 
professional development opportunities throughout the year. All educators are trained in 
first aid and have completed their anaphylaxis & Asthma training to provide the highest 

care. 

Our educator’s photographs are located in the reception area and beside all playroom doors 
for your convenience. 

All educators’ qualifications are displayed in reception foyer for families to view at all times. 

The service employs two educators of which are Early Childhood teachers of who present 
the preschool readiness program and oversee all service programs.  

Miss Rachael is the “Educational Leader” for the service and welcomes families to further 
discuss their individual child’s program; this opportunity will require a booked interview 

time. (See Miss Rachael to organise interview) 

 

Visitors, Students & Volunteers 

From time to time we will have visitors, students and volunteers in our service, all visitors 
are formally signed into the service in our visitor’s book and students and volunteers all 

undergo a working with children’s check. 
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Educational Programs 

Alphabet Long Day Care College have daily programs based on the children’s individual 
interests’ needs and strengths. The service has specific goals in relation to the programs 

delivered based on the  

“Early Years Learning Framework” 

• Documented observations of children’s developmental progress 

• Documentation of children’s interests, needs & strengths  

• Family culture 

• Community 

School Readiness Program 

The services presents a school readiness program which is a “preschool” transition to 
school program which is developed in consultation with all local primary schools, in 
order to ensure that all children have opportunity to develop social/ communication 

skills and confidence in a smooth informed transition to their primary school. 

Computers, TV and games 

Children have set times during educational programs for opportunities to experience 
and learn through media. We only use these small screen media experiences for 
educational purposes. During bad weather (storms – Thunder) occasional use of 

DVD’s are watched to distract upset children. 

Arts, Craft and Dramatic Play Materials 

Art, craft and dramatic play are an important part of our educational programs. 
Through art, craft and dramatic play your child extends their imagination, creativity, 
social skills and fine motor skills. A lot of children’s beautiful art work has been made 

from bits and pieces from around the home; you can help us by collecting recycled 
boxes and bottles while supporting our environmental sustainability practices. 

 

 

Treasures from home! 

Toys, jewellery and trinkets from home can be lost or broken if bought to the 
service. Therefore we strongly discourage children from bringing these treasures and 

ask that you encourage your child to leave them at home. A cuddly toy for rest is 
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acceptable. Interesting specimens and objects such as rocks, shells, flowers, and 
birds nest etc. or photos are always welcomed. The service accepts no responsibility 

for any lost toys, jewellery or trinkets! 

What to bring! 

Each day your child attends the service they will need: 

• At least two changes of clothes appropriate for the weather conditions. (more if your 
child is toilet training) 

• Hat – We have a No Hat, NO PLAY policy (sun safety policy) 

• A cot sheet & blanket for rest time. (clearly labelled with your child’s name) 

• Clearly marked morning tea, lunch & afternoon tea with child’s name to be placed 
on appropriate shelving in the fridge. 

• A drink bottle (water only) for the esky with your child’s name clearly marked. (All 
juices should be placed in the fridge for scheduled meal breaks only) 

Meals & Lunch Boxes 

We encourage that when families pack their child’s lunch, consideration is given to 
your child’s DRI (daily recommended intake).  

Please note we are currently a NUT / CHOCOLATE FREE ZONE! 

Please refer to the services nutrition policy. 

What to wear to Preschool! 

Alphabet has t-shirts and hats that can be purchased from the reception. Although these t-
shirts and hats are not compulsory we do encourage families to purchase these items for 
their children if possible. These items are sold at cost price to our families and the service 

believes there are a number of benefits to children wearing these uniforms. 

• Creates a sense of belonging  

• Opportunity to transition into a uniform in readiness for primary school 

• Development of routine for children to recognise their attendance at the service3 
based on their dress 

• Ensure children everyday clothes are not damaged by paint, messy play and general 
wear and tear. 

• All children are clearly identified in the event of an excursion or emergency. 
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• School photographs 

All clothing worn to the service must be safe and reach the following requirements. 

• All shirts and dresses must have sleeves that cover shoulders (no spaghetti strap 
dresses or singlet tops) 

• Shorts, skirts and longer pants must be the correct size for the child and enable the 
child to move freely around the playground and climbing equipment. 

• Shoes must be worn to school and need to enable the child to move freely and easily 
without difficulty. Children can play without shoes but need access to them if 
necessary. 

Children must not wear singlets/ sleeveless shirts, midriff tops or sleeveless dresses. 

Please dress your child in comfortable clothes, remembering small buttons can be 
difficult when your child is toilet training. 

Rest Time 

A day playing Alphabet Long Day Care College is very exciting and tiring. Children need 
time to rest and renew their energy. After lunch children have rest time; some children 

may sleep while others may choose just to rest quietly with a story or quiet table 
activity. 

Excursions 

Parents will be notified in writing about all excursions undertaken as part of our 
educational programs. If possible our service uniform is to be worn. A permission note 

needs to be signed and excursion payment is to be made before children can attend the 
excursion. 

Sun Safety 

NO HAT, NO PLAY! 

Children will only be allowed to play outdoors if they have a hat and sunscreen applied 
and will be encouraged to play in the shade. 

(See the Sun safety policy) 

 

Arrivals & Departures 

When you arrive at the service with your child please ensure that you sign the 
attendance register. Two signatures are required daily, when you arrive and when you 
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depart. This information is vital as it provides educators with information about who is 
at the service and is utilised during emergency evacuation procedures as a record of 

attendance. Signatures are also required to substantiate fee relief. 

We understand that your child can be difficult. Even though it may be upsetting for your 
child, it is best if you say goodbye and let them know when you will be back to collect 
them eg. See you after afternoon tea. If you give children time of the day when you 

might be back this gives them a chance to build some trust and feel secure about the 
day. You can call the service to speak to your child’s educator to see how they have 

settled. 

Please remember to call the service or talk to educators if there is going to be a change 
in your child’s daily routine. 

Illness, Isolation & Exclusion  

Please do not bring your child to the service when: 

• He/she has experienced the following in the past 24 hours; fever, vomiting, 
diarrhoea etc. 

• Has a cold with a thick green discharge from their nose or their nose is 
continually running. 

• They have contagious discharge e.g. conjunctivitis, chicken pox etc. 

• Has head lice (untreated) 

• Generally unwell and unable to cope with the daily routine. 

Isolation 

If we suspect that a child has an infectious illness; isolation will be used as a precautionary 
measure.  

Isolation is only used until the family member arrives. Isolation includes: 

• Individual toileting 

• Individual eating and playing 

• One to one interaction with an educator 

 

Exclusion 
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Some illness will require children to be excluded until their symptoms have subsided. Please 
refer to our illness, isolation and exclusion policy for periods of exclusion for illness. If you 

are unclear on the exclusion requirements please see the director or talk to your local 
doctor. 

Head lice 

Head lice is a common occurrence in all group care settings these include early 
childhood settings, primary schools, high schools and all group sports. With this in mind 
monitoring of children’s hair is essential to maintain your child’s comfort and health. All 

Educators and management take head lice seriously and wish your child to be 
comfortable in our service at all times. With this in mind it is our service policy that all 

children of whom present to the service with head lice will be sent home for immediate 
treatment. We hope that this practice will ensure that the spread of head lice is kept to 

a minimum within the service.  

Behaviour Management  

Alphabet Long Day Care College educators believe that behaviour management 
techniques should show and encourage respect, dignity and encompass compassion for 

children’s feelings and utilise professional knowledge of how children express their 
feelings. We believe that establishing good relationships and understanding with 

children is the upmost importance when managing children’s behaviour. All techniques 
used at Alphabet Long Day Care College are age and stage appropriate. Where children 
are displaying behaviours that reflect characteristics of an additional need, a response 

that is appropriate for the child’s additional needs will be adopted. (Please see our 
Behaviour management policy for further information) 

For further assistance and enquiries please do not hesitate in contacting the service 
directly on Ph. 6568 3742. 

Management and Educators would like to welcome you and your family to our  

Alphabet Long Day Care College Family   
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