The Whyalla Child Care Centre is a 68 place community based Centre and we
cater for children from 6 weeks to 5 years.
The Centre is open Monday to Friday from 7.45am to 5.45pm.
At the Whyalla Child Care Centre we recognise not all adults who use our Centre are parents of
the children in their care. However we have chosen to use the term “parent” for ease and
simplicity.
CRN: 555 001 213V

Welcome to the Whyalla Child Care Centre.
TIMES OF OPENING
Monday – Friday – Excluding Public Holidays
Hours of opening are 7.45am – 5.45pm
Morning Session: - 7.45am – 1.00pm
Afternoon Session: - 1.00pm – 5.45pm
Hourly care is also available.
Parents will be charged a late fee of $10.00 for every five minutes of lateness after 5.45pm.
The staff do not receive any overtime payments after this time. Any fines received go towards
purchasing new items for the Centre.
The Centre owned and operated by the Whyalla City Council is a 68 place community based
Centre; we cater for children from 6 weeks to 5 years. We take school age children up to 8 years
during school holiday periods. We are licensed in accordance with the Education and Early
Childhood Services Act:
18 children 0 – 2 years old
50 children 2 – 5 years old
We are open for 50 weeks of the year; we have a two week break over the Christmas period.

It is a Centre requirement that an upfront payment of one day’s fees is paid on or before your
child attends for the first time. If you are choosing to claim Child Care Subsidy you will still be
required to pay the full fee, however this will mean that your account will be in credit when your
Subsidy amount comes through.

ELIGIBILITY AND PRIORITIES
The following categories of child care are available and are described according to their priority.
Children at risk of abuse or neglect
Children with special needs, plus children from non – English speaking background, Aboriginal
families, parents with disability or children at risk of serious abuse
or neglect.
Working Parents: - Single or both parents are employed
Studying Parents: - Single or both parents studying/training for future employment
Respite care – families unable to qualify in the above categories.

FEES
The Centre is a non-profit Centre. This means all money received from fees and grants is used
to pay staff wages and cover operating costs. Fees are set by the Advisory Committee and
Council. It is a priority that fees are kept affordable and as low as possible while still providing a
standard of excellence.
Each week accounts will be placed in the family pocket situated in the front foyer. The account
will show how much is due from the previous week, plus any outstanding balance. A locked box
is located at the front desk, for your convenience. Envelopes are provided, please put your
child’s full name and the full amount contained inside the envelope on the front.
Fees should not be handed to section staff or left in child’s bag/locker. We ask that the correct
money be placed in the envelope, however if this is not possible, the remaining amount will be
credited to the following week’s fees

Fees can be paid at the Whyalla City Council. EFTPOS facilities are available for parents to
make payments and the Whyalla Child Care policy is that regular payments must be made. Any
queries see the office staff for help. You can also pay via direct debit, with the account details on
the right hand side of your account.
FEES

0-2 year old

2-5 year old

DAY

7:45 AM – 5:45 PM

$85.00

$75.00

MORNING

7:45 AM– 1:00 PM

$45.00

$45.00

AFTERNOON 1:00 PM – 5:45 PM
FULL TIME

$41.00

Monday to Friday

$425.00

LUNCH FEE

$41.00
$375.00

$2 (only applies to children booked in from 12pm)

Hourly Care (max of 2 Hrs per session)

$10p/hr

Families may be entitled to the Child Care Subsidy. (This payment is made by the Federal Government to help with the cost of child care. Eligibility is subject to an activity test which is administered by the Family Assistance Office.
It is the families responsibility to register online for the Child Care Subsidy. All families
MUST have an active MyGov account, in order to receive the subsidy. The Centre
reserves the right to cancel care if families do not make arrangements to receive the
subsidy in an appropriate timeframe.

CANCELLATIONS
It is your responsibility to let the Centre know about cancellations. If your child is not cancelled
by telephoning the Centre or telling a staff member in person (please take note of the staff
member that you speak to), your child will be marked absent and the full fee will be charged. It
is very important that you cancel your child ASAP so that other people can use the service.

For children booked in for morning or all day sessions, care must be
cancelled by 9am. For children booked in to the afternoon session, care
must be cancelled by 11am.

OUR PHILOSOPHY
The Whyalla Child Care Centre recognises that Early Childhood is a unique and valuable stage
of life and accepts that each phase within Early Childhood is important in its own right. We aim
to provide quality care while meeting the individual needs of our children, their families and the
Whyalla community.
We recognise and appreciate the bond Aboriginal and Torres Strait Islanders have to this land.
The Centre aims to actively promote the education of the children in our care. We implement a
program based on the ideals and principles set out in the Early Years Learning Framework. We
provide a play based educational program, including music, movement, drama, language and
literacy, mathematics, multicultural studies, environmental studies, science, social justice, aesthetic awareness, spirituality and visual arts.
FOR THE CHILDREN
We believe each child is important and should be seen as a unique individual whether in the
Centre for a few hours or attending for longer periods. We will strive to engage children in developing a sense of belonging, being and becoming. We will support children in their rapid growth
and change.
The children will be encouraged to develop their social, physical, intellectual and emotional skills
in a supportive and caring environment which will not discriminate on the basis of cultural background, gender or ability.
The Centre will encourage children and staff to interact in a positive harmonious manner, approaching conflict restoratively.
We endeavour to create and maintain a safe, happy and healthy setting that enhances the children’s autonomy, initiative and self worth. We encourage the children to interact effectively and
in doing so learn to balance their own rights, needs and feelings with those of others. We will
support children to maintain their connection with the Earth and encourage children to respect
and honour the environment.
We strive to achieve a happy and secure environment that will enable children to have feelings of
belonging, trust in others, being important, and cared for. We will encourage independent decision making and problem solving and to promote positive feelings of self worth. We will do this
through the use of routines, consistent staffing levels, and by providing developmentally appropriate experiences and a thorough knowledge of child development. We will utilise holistic approaches and intentional teaching practices. We will be responsive to children’s needs, and will
provide learning environments that reflect and enrich children’s lives.
We recognise and support children in their play experiences, and understand the importance of
risky play and the advantages it affords children in their development.
We will provide children with a variety of meals that meet 50 % of their daily nutritional requirements while catering for cultural backgrounds, food allergies, intolerances and religious beliefs.

FOR THE PARENTS/FAMILIES

We respect the special relationship between children and their families and incorporate this perspective in all our interactions with children. We understand that families are their child’s first
teacher. We strive to assist families with objective information or advice in relation to their child
and endeavor to develop a positive relationship with all family members. All families are welcome to spend time at the Centre to share experiences and ideas with children and staff.
Every family member is welcome at the Centre and can have a voice in the way the centre is operated and in the care the children receive. Each family member is encouraged to participate in
the Centre’s service and programs according to their needs, interests and opportunities.
We consider the role of the Child Care Centre is to serve as both a support and an extension of
the family unit. Your family is important and we aim to support you in the care and upbringing of
your child, in a secure and cooperative atmosphere.

FOR OUR STAFF
Our staff recognise children as individuals and have an understanding and knowledge of individual children and their needs. They will provide developmentally appropriate programs offering
stimulating experiences within a positive and happy environment.
Our staff are warm, caring and sensitive towards families that use the Centre. We encourage
open communication between staff and families and have policies in place to ensure effective
communication between all parties.
Staff aim to promote an awareness of and interest in other cultures, which will be reflected in the
Centre’s programs. We believe it is important for young children to have continuity of staff. The
Centre will encourage this by providing good working conditions and the opportunity to express
ideas and criticisms as a member of the team. The Centre will assist staff to extend their personal and professional development as a continuous process. Staff will communicate ongoing professional development to families via outlets such as the Centre newsletter.
The Centre will provide opportunities for families and staff to continuously evaluate all aspects of
the centre in consultation with community liaisons.
FOR THE COMMUNITY
We aim to respond to the ongoing and changing needs in our community by inviting other community groups to share in our activities and by sharing in theirs.
We encourage children to embrace the richness and diversity of Australian society in an environment where all children feel valued and respected for who they are, respect those around them
and develop a sense of social responsibility in the Centre and wider community
The Whyalla Child Care Centre reflects the belief that the first five years are the most important in a child’s life and that children learn through experiences and interactions which
occur during this time.

SIGNING IN AND OUT
The centre has an ipad in the reception area for families to sign their children in
and out of care each day. Families can access this ipad via a pin code which will
be provided when the enrolment process is complete. Each person who is listed
on the enrolment form will have a pin code. We ask that parents pass on the
appropriate pin codes to those who will regularly be picking up your children.

TRANSLATION SERVICE
The centre has the ability to access translation services if necessary. We obtain translations for
families if the need arises. Please feel free to talk to office staff.

THE ADVISORY COMMITTEE
The Advisory Committee consists of parents, members of community Agencies and Council
representatives, who contribute small amounts of their time to ensure the effective running of the
Child Care Centre. Advisory Committee meetings are generally held late afternoon once every
second month.
Parents on the Advisory Committee get involved in decision making, policy setting and other
important issues that directly affect the Centre and your child.
Families willing to help the Centre in an active way are encouraged to
participate and contribute skills such as handicrafts, cultural activities,
music or cooking etc… Parents are very welcome to stay with their child in the Centre and participate in activities in the rooms at all time.

OUR EDUCATORS
There will be several educators working in the room where your child is.
These educators will consist of full-time and part-time workers. Each team
will have at least one fully qualified child care worker who has early childhood education qualifications. The rest of the team will be trained in certain areas, through part-time studies and in service workshops. Our educators work in partnerships with families to provide high quality care that meets the needs of
each of our
families.
All permanent and contract staff will hold a First Aid Certificate.
From time to time, the Centre may have volunteers or students in the rooms, learning about child
care. They are under constant supervision and are given duties suitable for their development.
Responsibility for the children remains with the educators.

OPEN DOOR POLICY
The Centre has an open door policy, and staff
invite all families to visit the Centre and
experience a day at child care. During the
year written and verbal invitations will be
offered to families to attend special events
held at the Centre. However, families are
most welcome at any time to spend some
time at the Centre with their children
We aim to work with you in providing your
family with the best possible care. Ask as
many questions as you like, we are here to
help and support you. When your child starts
care we encourage you to become involved in
the Centre operations. There are many ways
this can be achieved, for example sharing
ideas and skills i.e. cooking and cultural
practices, reading stories to the children,
helping with arts and crafts.

COMMUNICATION
BETWEEN STAFF AND
FAMILIES
We believe that effective communication
between the director, educators and yourself
is of utmost importance and we always
welcome your feedback. Staff also
encourage you to pass on information about
your child, for example, how their day or night
was, or if there has been any changes to their
routine. Please pass on information
regarding their likes/dislikes and your care
practices in the home such as the preferred
way your child likes to sleep. This will help
make the transition from home to child care
easier and less stressful.
The Centre writes regular newsletters which
are placed in your child’s information pocket
along with other notices etc. It is important to
keep your pockets neat and tidy. In each
section a developmental program is displayed
on the wall, this tells you of the experiences
and activities your child will be involved in.
Please feel free to offer suggestions for
programming to the staff.

POLICY AND PROCEDURES
Each room of the centre has a copy of our
policies and procedures. This manual has
been designed to support families and
educators as well as the operation of the
service.
These policies range from sun protection,
administering medication, child protection,
and the maintenance of the Centre
environment. We encourage all parents to
access these manuals and comment on our
policies.
These policies and procedures are updated
every 2 years by staff and families, along with
information from recognised authorities.
Please feel free to ask a staff member if you
wish to access a copy of the manual.

These could be your child’s favourite activity
or skill your child is just developing such as
counting or using scissors. If you wish to
discuss your child’s progress and look at their
developmental records, a suitable time can
be arranged to suit you.
We also have a Facebook page, that we use
for reminders and special events.
Confidential discussions between staff and
families can also be arranged. Please feel
free to see a staff member to arrange a
suitable time.

Please remember to update all contact details
including mobile phone numbers, work phone
numbers, home phone numbers or home
address as staff may need to contact you
during the day.
Please speak to an educator about the best
way to communicate with you and your
family.
We encourage your
involvement in the centre. This is your

centre to
enjoy with your children.

SETTLING IN NEW
CHILDREN
There is an orientation process for new
children and families which is tailored to meet
both the families and children’s needs.
Families and children are encouraged to visit
and become familiar with the Centre prior to
enrolment and our educators understand that
separation anxiety is completely normal, and
will work with our families to help make this
process less stressful. Each child settles into
child care differently. Children need to feel
secure in the Centre’s environment.
To help with your child’s integration into the
Centre the following points may be useful.
We pride ourselves on providing an
environment that promotes your child’s
learning and development, but also one that
is supportive to you and your families needs.

Let your child know that you are leaving, say
goodbye, never sneak away.
Always leave your child with a caregiver.
Do not prolong leaving. Once you have said
goodbye don’t keep coming back. This will
upset your child as they become confused and
sense your hesitation.
We understand that the decision to leave your
children in the care of our educators is a major
one, and we understand the separation anxiety
you and your children may be feeling. We
encourage you to spend as much time in the
Centre as you need to make you and your
child feel comfortable in our Centre.

Please talk to us about making the
transition process easier for you
and your children.

SECURITY AND
COLLECTION OF YOUR
CHILDREN
This is a matter of great importance to the
educators as well as to you as a parent. If
you arrange for another person to deliver or
pick up your child, please make sure the
following procedures are clearly understood:
Each child should be brought to the Centre
and accepted by an educator.
At the end of the session he/she will be
released only to you or to another person
stipulated by you in writing on your enrolment
form or by telephone.
Parents must let an educator know if
someone else will be collecting their child and
that person must provide current
identification.

Educators must be notified when children are
leaving (even if an educator is present and you
think that they have seen you leave with your
child), please tell them personally.
Parents are to inform educators of any current
issues (eg. Custody). Where there is a custody
order the Director of the Centre needs to sight
and record details.

Please make sure as you
enter and leave that gates
and doors are securely
closed, and your child is
signed into and out of the
Centre.

EMERGENCY EVACUATION DRILLS
Every quarter the Centre practices a fire drill with the children. This is to ensure the children feel
confident and supported if the need arises to ever evacuate the building. During a fire drill a sign
is placed on the front door advising families that a fire drill is in process and to not enter the
building until advised by an educator.
The notification for a fire drill is 3 sharp whistle blows. If you are dropping off
or picking up your child and an emergency evacuation is called, please follow
the staff’s directions to the evacuation point located behind the Centre. The
staff will notify you when it is safe to leave the evacuation point and re enter
the Centre.
There are evacuation signs and building plans displayed throughout the Centre.

GRIEVANCE PROCEDURE
The centre has a grievance procedure policy which sets down a plan for parents who have a
concern regarding the centre. This plan is in the policy manual. Please feel free to talk to a staff
member about accessing the manual , or to make a time to speak to a staff member regarding
your child’s care at the centre. If you have a grievance or are unhappy with the service you are
provided, please contact Natalie Warner (Assistant Director) on 86454030 or Robyn Dunstall
(Director of Corporate Services) on 86403444.

NUTRITION
We aim to satisfy the children’s nutritional needs. We provide a healthy diet that is low in salt,
sugar and fat, and high in fibre.
The Centre has a cook who prepares your child's meals, with all food supplied including morning
tea, lunch and afternoon teas. For children with special diets, please feel free to see our cook so
she can help out with any alternative meals.
We provide water, cows milk and lactose free milk, however infants who require individual
formulas will need to have these supplied by parents and clearly marked containers.
If your family has a favourite meal please don’t hesitate to suggest it to Jackie, our cook.
The 6 week rotating menu is displayed on the notice board at the front desk.

We are a nut free Centre. We have several children who have a severe allergy to nuts.
For this reason we ask that no nut products are brought into the Centre. This includes muesli
bars, peanut butter sandwiches etc. Could all families please read the ingredients carefully of
any food bought into the Centre.

The Centre encourages and welcomes nursing mothers into the Centre
to feed their child. The Centre has a breast feeding room if privacy is
preferred.

EXCURSIONS
An authorisation to include your child in short
local walks under staff supervision is
included in the enrolment form. Any
excursions further from the Centre (eg. Park,
Middleback Theatre etc ) will be planned well
in advance and a separate consent form will
be issued. A risk assessment is completed
by staff before the excursion is undertaken.

The adult to child ratio for walks and excursions (crossing roads or accessing transport)
will be as follows:
Up to 2 years – 1:4
Up to 3 years – 1:4
Up to 5 years – 1:4
A qualified staff member will be present on all
walks and excursions

Appropriate safety requirements for
excursions are worked out by the staff
depending on the type of activity and age of
the children.

CLOTHING
All items of clothing, including footwear, need to be clearly marked. The Centre respects the
choices you make in regards to your child’s clothing, however children need to be dressed in
clothes that are suitable for play and which can be easily put on and taken off. An extra change
of clothes including underwear and socks should be brought to the Centre each day.
If you would like to have a chat about the Centre’s clothing policies please see an Educator.
Overalls and braces are not recommended as it makes it difficult for your child to remain
independent with their toileting.
We are a fully accredited sun safe centre. A legionaries, bucket or wide brimmed hat must be
provided for each child to wear outdoors. Sun glasses can be worn when outside by children if
they are provided by families. Tank tops or other clothing where shoulders are excessively
exposed to the sun must not be worn. Children requiring a special brand of sunscreen must
bring it with them to the Centre. Please do not leave sunscreen in your child’s bag.

FOR SAFETY REASONS, THONGS, SLIP ON SHOES,

SLIPPERS AND GUMBOOTS ARE NOT TO BE WORN AT
THE CENTRE.

SLEEP
The Centre follows sleeping recommendations from SIDS Australia. For more information please
speak to an Educator.

SPECIAL ITEMS FROM HOME
It is preferred that children’s own personal items are NOT brought to the Centre. This will avoid
possible damage or loss, for which the Centre is not prepared to take responsibility. Special
arrangements can be made in the case of “security possessions”.

EARLY YEARS LEARNING FRAMEWORK
The Early Years Learning Framework describes the principles, practice and outcomes essential
to support and enhance young children’s learning from birth to five years of age, as well as their
transition to school. The Framework has a strong emphasis on play-based learning as play is
the best vehicle for young children’s learning providing the most appropriate stimulus for brain
development. The Framework also recognises the importance of communication and language
(including early literacy and numeracy) and social and emotional development.
Play is very important for children. Through play babies and young children
explore and learn to understand the world around them as they come to
communicate, discover, imagine and create. When children play they are showing
what they have learnt and what they are trying to understand. This is why
play is one of the foundations of the Early Years Learning Framework.
Educators will work with you in order to get to know your child well. They will create a learning
program that builds on your child’s interests and abilities, and keep you in touch with your child’s
progress. Through the Framework’s five learning goals educators will assist your child to
develop:
• a strong sense of their identity
• connections with their world
• a strong sense of wellbeing
• confidence and involvement in their learning; and
• effective communication skills

NATIONAL QUALITY FRAMEWORK
The Centre is licenced by the Department of Education, and must also align it’s practices with
the National Quality Framework. This framework details the standard of care we must provide to
the families and children in our care. The framework is broken down into 7 Quality areas. Each
area is broken down into Standards, which are then broken down into elements. The Centre
undergoes validation visits to assess the level of care provided to the children.

The Centre has been rated as
Exceeding the National Quality
Standards. This means the
Centre is providing a quality of
care that is above the National
Standards set out by the
Framework.
We are validated every three
years to ensure we maintain
this standard of care.
If you would like more
information on the NQF please
see Natalie.

OUR PROGRAM
Each room will display a program which has been completed by a qualified educator. This
program details the types of activities that will be available to your child throughout the day.
Each day in the toddlers and big kids room the educators sit with the children and have a
meeting. At this meeting the children are able to pick they experiences they would like to
participate in during their session at child care. This information is documented by our
educators and placed onto the program. The toddlers and big kids program runs for a month
and the babies program for a fortnight. We run the programs over an extended period of time to
allow children to opportunity to practice newly developing skills and to give them a deeper
understanding of the concepts discussed throughout the month. The following diagram is a
representation of our programming cycle. The cycle is used by the staff when developing the
program for the month or fortnight. It demonstrates that the children are the Centre of
everything we do, and the program is based on the children’s interests and strengths. If you
would like any further information about the program please do not hesitate to speak to one of
our educators.

OBSERVATION
What is happening? What can I
see? What can the children see?
What do the families require?

REFLECT
Why is it important? What
learning has occurred?

The child is in the
Centre of
everything we do
REVIEW
Have children been given the
opportunity to reach their full
potential? Have they truly been
engaged in the experience?
Have we supported children to
become confident and involved
learners?

IMPLEMENT
Put plans into action. Include routines,
inside and outside environments.
Respond to the children needs and
interests and react accordingly

PLAN
What other learning
possibilities are available?
How can children be
supported in their learning?
How will the children be
involved in their own learning?

QUALITY IMPROVEMENT PLAN
As part of the National Quality Framework the Centre has developed a Quality Improvement
Plan. This plan is located in the reception area and details future improvements to be made in
the Centre for the coming year in relation to the National Quality Standards.
The plan is made in consultation with staff and families each year.
The quality improvement plan is a progressive document, which is referred to
regularly throughout the year by educators and families. The plan is submitted
to the regulatory bodies before an scheduled validation visit occurs. The
Quality Improvement Plan is a working document that is looked at throughout
the year by the staff and Advisory Committee.

ILLNESS
We aim for a safe and healthy environment that promotes the health and wellbeing of your
children. Children need to be able to participate fully in the Centre’s day to day activity, and if
you believe your child is unwell or who have had diarrhea, vomiting or a generally unwell, they
should not be sent to child care.
If your child is unwell it may be necessary for us to request that you collect your child as soon
as possible. For the welfare of the other children, please respond promptly.
If you child has vomited or has ‘gastro’ like systems we ask that you keep your child away for a
minimum of 24 hours before returning to the Centre
It would be appreciated that if you cannot collect your child within ½ an hour alternative
arrangements be made. The Centre has guidelines for a child returning to the Centre after an
illness, please ask one of our educators for more detail.
A clearance letter may be required before your child can return to child care. Please ask for
more information if you are unsure.

HEALTH GUIDELINES
Parents are asked to be equally concerned in order to maintain high health standards and to
observe the following points.
For the safety of other children as well as your own, please do not bring a sick child to the
Centre and keep your child at home for the recommended time for communicable disease.
If your children have an illness which is infectious or contagious or if they are unwell, they are to
be withdrawn from the Centre.
Please notify the Centre if your child has any contagious illness, as we have strict guidelines to
follow if an outbreak of a contagious illness in the Centre.
Please ensure that the Centre has been advised of and is kept up to date with
any allergies your child may have to food, medicines, creams etc.
The Centre and its grounds are a smoke free environment.

BEHAVIOUR MANAGEMENT
The Whyalla Child Care Centre is strongly committed to providing a positive environment for
young children. Behaviour management refers to encouraging children to control their own
behaviour, and make appropriate choices. Discipline will focus on the positive rather than the
negative aspects of the child’s behaviour. We encourage the children in their activities, and
we will offer alternatives when a conflict arises. At no time will physical punishment be used at
the Centre. It is the behaviour which is inappropriate, not the child. We are aware that
positive adult behaviour will promote a warm, friendly environment for adults and children.
Educators will role model appropriate behaviour for the children in a positive manner.

CHILD PROTECTION
At the Whyalla Child Care Centre we believe children have a right to be free from harm, and
have access to environment that is safe, supportive and secure. All of our educators will have
had training in Child Safe Environments (formally Mandated Notification). It is a legal
requirement that all educators provide notification to the relevant authorities if they believe
children are at risk of harm.
The child abuse report line is 13 14 78.

SOCIAL MEDIA
The Centre has a Facebook page, and we encourage all families to have a look. Our
Educators use this page to remind families of special events, fundraisers, and to show families
what we have been up to during the day. In this information pack is a separate consent form
regarding the use of your child’s image on social media. Families can choose not to allow the
Centre to publish their child’s image on our Facebook page. Families can also withdraw
consent at any stage, however Educators will not delete previously published posts. The
Centre reminds families that Educators have no control of these photos once posted on
Facebook and the photos/information may be shared by other Facebook users. Please see an
Educator if you have any questions.

Useful websites
www.mychild.gov.au
www.acecqa.gov.au
www.centrelink.gov.au
www.cyh.com.au

