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About Blackwood Street Child Care

Mitchelton Community Preschool Association
(MCPA) operates as Blackwood Street Child
Centre (BSCC) for the care and education of
children from infancy to above preschool age.
Notices are displayed within each room stating
the ages of the children within the group and the
maximum number of children enrolled in the
group on any given day. The Centre
accommodates up to 90 children from 7.00am to
6.00pm Monday to Friday.
Being a Community based organisation, the
Association operates on a strictly not for profit
basis. All expenses are met by the Centre’s fee
income and monies raised through fundraising.
Currently all children are given the opportunity to
develop towards school readiness in one of our
two full Queensland Government approved
Kindergarten Programs.
The Centre provides the children with
nutritionally planned meals throughout their day,
prepared by our own fully qualified chef.
We pride ourselves on the standard of care we
provide and the Association strives to employ
staff whose qualifications and experience
enhance our reputation.
To facilitate the smooth and efficient operation of
the Centre, certain policies and guidelines have
been adopted and are set out herein. More
detailed information about these policies can be
found in our Policy and Procedure Manual,
copies of which can be found at the front office
at the Centre.
Please make yourself familiar with these
policies, as an understanding and appreciation
of them will assist in avoiding unnecessary
complications at a later date. Should you have
any queries, please ask our Operations
Manager, she will be glad to assist you in any
way to facilitate happy settling in for you and your
family in Child Care life.

Our Vision
The vision of the Association is to be recognised
as a Centre of Excellence operating a modern,
efficient and sustainable early childhood learning
centre that provides parents, children and
employees with a safe and happy environment.
Our Mission
To provide the Northwest suburbs of Brisbane
with excellence in child care through outdoor
playgrounds, natural spaces and dedicated
educational leaders with long serving staff that
genuinely care for children while giving back to
the community.
Our Philosophy
We believe that all children are individuals, who
develop at their own pace, and are to be treated
with value and respect.
We believe that childhood is an important part of
development and that all children have the right
to enjoy this time in their life.
We value play as the fundamental medium of
young children’s learning and believe that it is
central to an effective early childhood
curriculum.
We will provide each child with a caring,
enjoyable and secure environment that utilises
developmentally appropriate and responsive
play experiences to assist each child’s growth
and learning.
We provide opportunities for children with
additional needs to be integrated into the
program, taking into account the child’s and
families individual needs whilst promoting the
Centre’s overall wellbeing.
We believe that all children are competent and
capable learners and are valuable and
contributing
members
of
the
learning
environment with the right to express their views
and ideas. We will provide an environment that
supports children in making choices and
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encourages them to express and explore their
knowledge and thoughts.
We acknowledge that each child is part of a
wider family and cultural structure that is valued
and supported.
We believe that each family is to be appreciated
for its individuality and will ensure that their
customs, beliefs and values are respected.
We value partnerships with families and believe
that these lead to a stronger understanding of
the child, assisting in providing a program that
meets the needs and interests of all children. We
will provide each family with opportunities for
regular input into the program goals and the
individual planning for their child. Their right for
high quality care and education for their child is
to be treated respectfully.
We are committed to providing a service whose
practices are of the highest quality and will
constantly strive to improve this through
continuous and critical self-study and reflection.
Should you require more information regarding
the philosophies, ethics and powers of this
Association, you should read its Constitution
available on the Centres website.
The Board of Directors
The Board of Directors are all parents who
volunteer their time to become involved in the
governance of the Centre. The Board of this
Association consists of a President, VicePresident, Treasurer, Secretary and Ordinary
Members and can include a community member.
The Board is elected on a bi-annual rotating
basis at the Annual General Meeting. The Board
has general control and management of the
administration of the affairs, property and funds
of the Association and employs a General
Manager who has overarching business
responsibility for running the centre. All powers
of the Association as detailed in the Mitchelton
Community
Preschool
Association’s
Constitution are exercised by the Board of
Directors. Board Meetings are held once every
calendar month.
As well as being responsible for overseeing the
management of the Association, the Board of
Directors, along with the Fundraising Committee

are also involved in fundraising efforts. Our
Association is community operated and with an
effort from the whole community we can keep
fees at a reasonable cost for the long term
benefit of everyone. We do appreciate it when
parents are ready to commit themselves to
helping the Association in whatever way they
can. It is only with such proactive involvement
from all members of the Association that we can
uphold our vision and thereby better meet the
needs of all families in our community.
Any parent who is interested in becoming
involved with the management of the
Association is encouraged to nominate for a
position on the Board of Directors or a position
on one of the Board Sub Committees. Please
contact
the
board
directly
on
board@blackwoodstreetchildcentre.com.au for
further information.
Centre Approval
The Centre is approved with the Department of
Education, Training and Employment (Office of
Early Childhood Education and Care) under the
Education and Care Services National Law Act
2010 and the Education and Care Services
National Regulations 2011 and must comply with
these. Copies of these can be downloaded on
their
website
http://deta.qld.gov.au/
earlychildhood/. These requirements include
staff qualifications, correct ratios for staff and
children and guidelines for the experiences and
programs provided.
The telephone number for the Office for Early
Childhood Education and Care, Department of
Education, Training and Employment is
(07) 3234 0310 or 1800 637 711.
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Blackwood Street Child Care Centre
Organisation Chart 2017

Centre Contact Details

Street address :

117 Blackwood Street
Mitchelton
QLD 4053

Phone:
Fax:

07 3354 1244
07 3354 2107

General Emails
Board
Administration
Operations Manager
General Manager
Educational Leader

info@blackwoodstreetchildcentre.com.au
board@blackwoodstreetchildcentre.com.au
admin@blackwoodstreetchildcentre.com.au
operationsmanager@blackwoodstreetchildcentre.com.au
generalmanager@blackwoodstreetchildcentre.com.au
educationalleader@blackwoodstreetchildcentre.com.au
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Enrolment Details
Upon enrolment you will be requested to
complete the following forms for the Centre: Enrolment Agreement - which includes
emergency contacts, child health history,
and medical action plans (e.g. asthma /
anaphylaxis). Medical Authorisation and
Permission Form (e.g. to administer
Panadol).
 Routine and Development Record
 Ezidebit Direct Debit Request Form
No child can be accepted into the Centre until
these forms are completed and handed to the
Operations Manager or their representative at
the Centre.
It is imperative that all information contained
in these forms, particularly contact details, is
kept current throughout your child/children’s
enrolment. Any changes to information
provided should be in writing and addressed
to the Office Staff or Operations Manager.
Parking
During the morning drop offs and afternoon
pickups the Blackwood Street entrance to the
centre can become busy with traffic. Please
ensure that you do not park in the driveway for
extended periods as this can block other cars
from entering and exiting the driveway. If you
are staying at the centre for an extended period
please park on the road either in Blackwood
Street or McConaghy Street.
Settling In
When first settling into the Centre, you may feel
anxious about leaving your child. To help make
this time more relaxed we would like to
encourage the following: Prepare your child for the first day by
organising your child’s belongings and
talking with him/her about coming.
 If possible, arrange some time before full
attendance to come to the Centre for
short periods. This will assist in showing
the children the usual experiences,
becoming familiar with the Educators and















reassuring them that you will return later
in the day.
Discuss the child’s home routine with the
Educators so they become familiar with
routines and will be able to understand
and accommodate children’s needs.
When your child starts at the Centre, you
are welcome to telephone us during the
day to find out how they are settling.
If your child speaks another language at
home, please help staff to learn key
phrases and words so that your child can
be reassured and guided throughout the
day.
Ensure that educators know about any
special needs that you child may have.
For example, allergies, food and special
toys.

Ensure that your child knows where
his/her bag belongs, bathroom areas and
what is about to be happening in the
routine.
When leaving your child/children at the
Centre please say goodbye. Never try to
slip out unnoticed as this makes it difficult
for the children to trust you next time you
leave and makes the settling period more
difficult.
Educators will comfort your child/children
and reassure them that you will return.
Usually the tears only last a short time
before the child becomes involved in
interesting activities. If you feel
concerned at leaving an upset child, you
are welcome to ring later and check on
how they have settled.
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Money Matters

Enrolment Bond
Upon notification of a placement becoming
available for your child, payment of a $100.00
Enrolment Bond per child confirms the
enrolment. This Bond will be refunded to you
upon cancellation of enrolment if you have
fulfilled the obligations required of you (fees are
to be kept up to date at all times) as a member
of the Mitchelton Community Preschool
Association. This Enrolment Bond is nonrefundable should an enrolment be cancelled
prior to commencement.
You are required to give the office at least
two (4) weeks written notice of termination of
a child’s enrolment at the Centre. Failure to
provide such notice will incur payment of two
(4) full weeks of fees in lieu. The four weeks
in advance payment will be used as the last
four weeks fees after notification of the
child’s written notice.
Note: In order to keep a placement available for
your child, fees are payable from the time an
enrolment is finalised (agreed commencement
date), irrespective of whether your child attends
from that date. In keeping with this policy, you
are advised to confirm with the office staff or
Operations Manager as to your child/children’s
enrolment date.
Your signature on the enrolment agreement
form is your acknowledgement that fees will
be charged as of this date.
Attendance Fees
Our fees are currently $96.00 per day and are
subject to change with one months’ notice.
All families are eligible to apply for the
Government’s Child Care Benefit. Families are
also responsible for using the appropriate
allowable and approved absences.
The Association requires fees to be paid weekly
or fortnightly two weeks in advance.
Payment of fees must be continued during a
child’s absence through illness, holidays or any
other reason. Please let us know as soon as is

possible when your child will not be attending
due to sickness or holidays. When planning
leave for holidays parents are requested to
complete a “Child Leave Form” so that we can
adjust our program accordingly.
Make up days are not available for any absences
due to sickness or holidays. Also, fees are not
charged during the Centre’s closure over the
Christmas/New Year period or any public
holidays.
Late Fee for Outstanding Accounts
Accounts that are four weeks overdue will be
charged 10% of the amount owing on a weekly
basis until the account is brought up to date.
Consumables Fee
Our consumables fee is currently $65.00 per
year (inclusive of GST).
This covers the cost of various consumable
items that are purchased on a regular basis (e.g.
sunscreen, paper towel, gloves, tissues, wipes,
Panadol).
Working Bee Levy
The Association has a Working Bee Levy that is
currently $100.00 per semester (inclusive of
GST) and is charged twice per year.
Parents have the option of paying this amount
each semester, or attending a Working Bee for a
minimum of 4 hours during the calendar year the
fee is charged.
Security Keys
The Association has installed a security lock on
the doors leading to the children’s play areas.
This assists in ensuring that only those entitled
have access to the children. We request a $20
deposit per key that is refunded when the keys
are returned at the end of your child’s/children’s
enrolment. To assist us in maintaining a secure
environment for the children and staff, please be
aware of who may be following you through the
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doors and ask to see their security key if you are
unsure about their right to entry.
Government Child Care Benefit and Child
Care Rebate
Child Care Benefit and Child Care Rebate can
be paid on behalf of the family directly to our
Centre so that we can reduce the fees that you
pay. Your family’s eligibility for Child Care
Benefit/Rebate will be assessed by the Family
Assistance Office and will be based on your
income. Families can get up to 24 hours of Child
Care Benefit per child per week regardless of the
reason for child care. Families can get up to 50
hours of Child Care Benefit per child per week
when both parents and/or the sole parent
undertake any of the following for at least 15
hours per week: Working, undertaking voluntary
work, seeking work and studying or training.
Even if you have been assessed and entitled to
0% Child Care Benefit you may still be entitled to
receive the Child Care Rebate which is 50% of
your out of pocket expenses.
Each child is allowed only 42 absent days per
financial year. These absences include: illness
 holidays
 any other type of leave.
Allowable absences cannot be used to enable
the Child Care Benefit to be paid for fees
charged to reserve a place for a child who has
not yet commenced care and the same applies
once a child has ceased attendance. In these
situations the family will be responsible for full
payment of the Child Care fee.
We can only credit your family with Child Care
Benefit if you have: signed daily childcare attendance
records, noting the child’s arrival and
departure times
 paid your part of the fee.
Method of Payment
On enrolment, all families are designated a
family file at the Centre. Fee statements,
receipts and correspondence may be placed in
this file, or can be emailed to you. Please check

your file daily to facilitate open and quick
communication. When paying fees, EziDebit is
our compulsory method of payment. An EziDebit
form is available from the office. The Association
does not accept cash payments.
Hours of Operation
The Centre is open strictly from 7.00am and
6.00pm Monday to Friday. Staff are employed
until 6.00pm. If parents arrive after this time, the
Association is obligated to pay the remaining
staff at overtime rates. Consequently, parents of
children who are collected after 6.00pm will be
charged the following charges.
 Up to 5 minutes late $10.00
 6 to 10 minutes late $25.00
 11 to 15 minutes late$35.00
It will be up to the Centre Management if a
further fee is charged if a child remains after
6.15pm. All parents charged a late fee have the
right to appeal to the Centres General Manager
if they require special consideration.
For the Association to maintain our licence, it is
necessary to adhere to correct ratios of children
and staff. Parents requiring care outside the
hours of 7.30am and 5.30pm are requested to
put their children’s names in the early/late
book (located in the Centre foyer). This allows
us to be aware of the number of children who will
be present during this time and ensures that we
have the correct number of staff rostered on. By
assisting us with this you are allowing us to
maintain the correct ratios and enable us to
provide proper supervision of your children.
Signing In & Out
All children must be signed in daily when being
dropped off at the centre and must be signed out
when your child is picked up. Ipads are located
at the centres entrances on Blackwood Street
and McConaghy Street for signing in and out.
Accurate attendance records are vital to the
Centre should an emergency arise and to
determine exact attendances for the day for
educator/ child ratios. Parents who receive Child
Care Benefit must sign children in each day if
they wish to receive their Child Care Benefit.
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Important Information

Collection of Children
No child shall be released into the care of
another person unless their name has been
indicated on the initial enrolment form or unless
prior written notification has been given. Please
tell your child’s Educators if someone different is
coming to collect your child/children, this person
will be required to supply photo identification at
the office before being allowed entry to the
children’s play area. In the event that an
unauthorised person arrives to collect a
child/children without prior notification, the
parents will be contacted immediately and
informed of the situation.
It is important to notify the child’s Educators of
your child’s departure at the end of each day.
Please do not collect a child without informing
one of the Teachers. We find that most parents
have a bit more time to spare in the afternoons
and this presents a good opportunity for
communication between Educators and parents
about the child’s day and any queries that either
party might have.
Child Absences
Please notify the Centres Administration office if
your child/children will be absent from the
Centre. When planning holidays parents are
requested to complete a Child Leave form and
indicate whether they wish to have their days
made available to other families. In the case of
illnesses it is imperative that the Administration

Office be notified of the incidence of infectious or
contagious diseases. Children may not be able
to attend the Centre if they are likely to be in the
incubation stages of an illness that is in the
family – refer to the Association’s Health
Handbook for further information.
Staffing
To ensure the supervision of the children is
maintained at a high standard, staff work in shifts
to maintain the correct ratio of adults to children
at all times. The large demand of care during the
early mornings and between 4.00pm and
4.30pm has resulted in staggered start times for
staff throughout the morning. This means that
there will be some mornings that staff on an early
shift in your child’s rooms will begin work at
7.45am and therefore will not be present if you
arrive before this time. The younger and older
rooms combine (as needed) during this time to
ensure that there is adequate staff on duty in
each area. Please be assured that in normal
circumstances there will be a staff member
present who is familiar to your child – if not from
their room then from a room they have regular
contact with. Please ensure that you take your
child/children directly to the Educator who is in
charge of their group at the time of your arrival.
Should another adult be given the responsibility
of bringing your child to the Centre, please
inform them as to who the child is to be left with
and where they must sign your child in.
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The Association cannot be held responsible for
any child until that child has been accompanied
by a parent or responsible adult to the care of the
person in charge or his/her group.
All groups have a Group Leader (with a minimum
2 year Early Childhood qualification) or Early
Childhood Teacher (with a minimum 3 year
qualification) and Assistant (with a minimum 1
year Early Childhood Qualification). All of our
child contact staff hold an Early Childhood
qualification or are studying to attain these
qualifications.
To assist us in maintaining child adult ratios, the
Association also employs other general
Assistants and Group Leaders who work
throughout the Centre to lend a hand at busier
times and relieve other staff for morning teas and
lunch breaks.
To help our families to become familiar with
“who’s who” in the Centre, photographs of all
staff and information about their qualifications
and the days that they work are on display.
Safety
Comprehensive
safety
measures
are
fundamental to quality child programs. At the
same time, overprotective measures must not
stifle a stimulating and enjoyable environment.
We strive to maintain a responsible balance and
all staff are made aware of issues and areas
requiring vigilant attention. The following outline
assists staff in maintaining high standards of
safety within the Centre:
 equipment is constantly checked by staff
members for broken pieces, sharp edges
etc.
 toys are free of small objects that can be
detached, swallowed and/or inhaled
 outdoor areas are regularly checked for
potential hazards
 swing areas are well supervised
 sandpits are kept clean, safe and are
covered at night
 all electrical outlets are kept covered
 fans are shielded





when attending to children on change
tables, staff keep a firm hold on the child
at all times
cleaning chemicals and medication are
clearly labelled and stored safely away
from children.

Accidents
The program is organised and supervised to try
and eliminate accidents to children and staff.
However, should an accident occur, staff will act
immediately to administer necessary emergency
First Aid procedures. All staff in contact with
children hold a current Senior First Aid
Certificate, asthma and anaphylaxis training.
If an injury requires medical attention, the
parent/guardians will be contacted. In the case
that a parent or designated emergency contact
number cannot be reached, the Association has
the authority to seek medical advice/treatment
(i.e. accompany the child to a medical centre or
hospital emergency unit or contact the child’s
family doctor). All accidents are recorded on an
Incident Report.
Child Protection
The
Mitchelton
Community
Preschool
Association is committed to the safety and wellbeing of all children accessing our services. We
support the rights of the child and will act without
hesitation to ensure a child safe environment is
maintained at all times. We also support the
rights and well-being of our staff, parents and
volunteers and encourage their active
participation in building and maintaining a secure
environment for all participants.
Child Abuse is defined as any act or commission
that endangers or impairs a child’s physical or
emotional health and development. It includes:
 Physical abuse and neglect
 Emotional abuse
 Emotional deprivation
 Physical neglect and/or inadequate
supervision
 Sexual abuse and exploitation
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The Association has in place a Child Protection
Policy that outlines the reporting procedures and
protective guidelines for staff.
Emergency and Evacuation Procedures
In the event of a fire, all children are ushered out
of the rooms to a designated area. Attendance
records are then marked to ensure all children
and staff have been safely evacuated.
Fire drills are conducted regularly to prepare
children and staff in the event of a fire. Parents
who are present during fire drills are required to
participate. A copy of the evacuation routes is on
display in each room, the staff room and the
office.
In the event of severe storms or cyclones,
children will usually be cared for in the first child
room as you enter the Blackwood Street Centre.
There is less risk of damage to windows in this
area. If a severe storm or cyclone warning is
being issued for the Brisbane region prior to the
Centre opening, the Centre will remain closed
until conditions have cleared and any damage
has been attended to. Parents will be advised of
when it is safe for the children to return to the
Centre.
In the event of a lock-down situation, all children
will be ushered into their designated rooms and
all doors and windows will be locked.
Communication
Your child’s Educator or the Centres Educational
Leader will only be too happy to answer any
questions on the program and how your child is
progressing. Please feel free to chat with them
about any issues as this encourages better
communication and therefore better care and
education.
The Association aims to have positive
relationships between parents and staff and to
support parents in the caring of their children.
We consider ourselves an extension of the
child’s family and therefore we must foster
harmonious, responsive and tolerant attitudes in
the care that we provide. It is beneficial if a sense
of partnership can be developed between the
Educators and parents to encourage the sharing

of information in order to develop better
understandings about the children.

Grievance Procedures
A grievance procedure is the process by which
solutions are sought to resolve conflicts in a fair,
equitable and prompt manner. Grievances
should be resolved as informally and quickly as
possible by the parties involved. When the
persons directly involved cannot resolve
grievances informally, a formal grievance
procedure is implemented.
Not all disputes can be handled in one particular
format and judgement needs to be made on what
particular style is appropriate to suit each
individual dispute.
Problems should be firstly addressed to your
child’s Lead Educator and then followed up with
the Operations Manager. Should the matter
require further consideration or action then the
Board of Directors will be advised. Any queries
regarding fees or the administration of the
Association should be directed to the
Administration Office.
Parent Participation
Because we cater mainly for working parents
there is no formal parent participation roster. We
do however encourage parental interest in the
children’s development, interests, needs and
abilities. If you have a free day and would like to
spend time with your child’s group please speak
to your child’s Educators to make arrangements.
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Parents are encouraged to offer suggestions,
input and advice to their child’s Educators in
developing the program. Your input is valued no
matter how large or how small it may be. Please
feel welcome to contribute in any way possible.
This will assist in making childcare a more
exciting and nurturing environment for your child.
Our Programs
BSCC employs qualified Early Childhood
Professionals and the programs operating within
the Centre facilitate learning from the ages of 05 years. Belonging being, becoming, EYLF,
Queensland
Government
Kindergarten
Approved Program
Children’s Learning, Play based curriculum.
To facilitate the programming process the
Association employs extra Group Leaders to
allow the Group Leader/Teachers from each
room to attend to program planning. Our aim is
to be responsive to the varying needs and
interests of individual children. Staff therefore
present balanced programs which provide:
 Active and quiet experiences
 Indoor and outdoor experiences
 Whole group, small group and individual
experiences
 Structured and unstructured experiences
 Fine and gross motor experiences
 Planned activities to meet observed
needs and interests of children
 Spontaneous activities instigated by the
children themselves
Sleep/rest
The centre provides a 2 hour rest period from
12:00pm to 2:00pm. This is a time when the
children’s bodies can rest, rejuvenate and grow
and is adapted to meet children’s individual
needs for comfort, rest and safety. On
enrolment you will be ask to supply a bottom
fitted sheet, a top flat sheet or blanket in the
cooler months and a pillow case for the storage
of your child sheets. Please make sure all items
are clearly labelled. Sheets will return home
with your child once a week for washing and
are required to be returned to the centre at the

beginning of the week for your child’s use
throughout the week.
Toilet training
The Educational Leader and staff will be more
than happy to provide information about the
activities and experiences provided within the
program, our philosophy about learning and
child development outcomes and how our
provided programs assist in achieving these. If
you would like further information about the
programs please feel free to ask your child’s
Educator or the Educational Leaders.

Guiding Children’s Behaviour
By using a positive approach to guide children’s
behaviour we encourage acceptable forms of
behaviour. Expectations of what children can
understand and manage at each stage of
development need to be realistic (e.g. we don’t
expect babies and toddlers to share, but older
children are encouraged to show empathy and
understanding of others).
It may take time, but in these early years we aim
to work with children to develop self-discipline to
achieve positive behaviour whilst encouraging
their individuality and confidence and never
lower their self-esteem.
Please let us know if you have any specific
requirements or expectations in relation to how
your child’s behaviour is managed whilst at the
Centre. In this way, we can work together to
develop a common goal and techniques that are
workable and effective in a group situation.
BSCC does reserve the right to cancel an
enrolment for a child with severe ongoing
behavioural issues.
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Meals
Nutritionally balanced meals are planned by our
Chef, providing balanced morning teas, lunches
and afternoon teas for all children while at the
Centre.
A copy of the weekly menu is on display in each
rooms
noticeboard and
on
Facebook
https://www.facebook.com/blackwoodstreetchild
centre.
Should children have any special dietary
requirements not catered to in these menus,
please consult with the Centres Operations
Manager as to what foods you may need to
supply.
Allergies
In our Centre we have some children who have
allergies to certain foods. Severe allergic
reactions which are LIFE THREATENING can
occur. Because of such possible allergic
reactions, we are endeavouring to provide a
NUT FREE Centre. Please consider this when
sending any food (e.g. cakes or biscuits) to the
Centre. Check with your Educators if you are
unsure.
Special Days
Birthdays or special days are very important to
every child. We do encourage parents to let their
children share their special day with their friends
and caregivers. You are welcome to bring in your
choice of cakes or other type of celebration. We
just ask that you talk with the educators in your
room so the program can be changed

accordingly. We are also happy to make a
birthday cake for your child at a small cost,
including egg and nut free cakes, adapted for the
birthday boy or girl. (Birthday cake forms are in
the Parent Resource Room.)
Sun Protection
Recognising the importance of protecting all
children from the sun all year round we ask
parents to:
 provide a well-fitting hat for use in all
outdoor activities – in accordance with
the recommendations of the Queensland
Cancer Fund we insist on the following
types of hat:
- 8-10cm broad brimmed
- Legionnaire style (flap at back of
neck)
(Centre hats can be purchased from the
office at a cost of $10.00. The Centre will
ensure that these are marked with the
child’s name.)
 ensure that children’s clothing provides
adequate protection from ultra-violet
radiation. The child’s clothing must:
- have sleeves that reach close to
the elbow
- ensure that no parts of the child’s
abdomen or back are exposed
- shorts/pants should reach close
to the knees
 ensure that the child has SPF 30+
sunscreen applied prior to or arrival at
the Centre
 act as positive role models by practicing
SunSmart behaviour
Staff will play their part by:
 practicing SunSmart behaviour as
described above
 ensuring that all children not wearing
hats are playing in shaded areas
 restricting outdoor activities between
10.00am and 2.00pm or ensuring that
outdoor activities that occur in this time
frame are located in heavily shaded
areas
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supervising children’s application of SPF
30+ sunscreen 20 minutes prior to the
afternoon’s outdoor activity.

Clothing
As many of the developmental experiences and
activities are messy, we do advise parents to
send their children in suitable play clothes. It is
advisable for a spare set to be kept in the child’s
bag. Please ensure that all clothes are marked
clearly with the child’s name.
In the older groups children are encouraged to
be independent. Please dress your child in
SunSmart clothes that they can easily manage
themselves.
Parents of toddlers who are in the process of
toilet training will need to ensure that their child
has sufficient spare pants and clothing for each
day.
Parents of children who require nappies need to
supply their own and ensure that their
child/children have a sufficient number for each
day. If using cloth nappies, you will also need to
bring a bucket with a lid so that used nappies can
be stored hygienically throughout the day.
Marking of Names
It is essential to mark all possessions clearly with
the child’s name – initials are not enough. We try
hard to keep track of everyone’s shoes, socks
etc. but sometimes it all gets a bit too much and
tracker dogs would seem handy!! Please help us
to help you by clearly marking shirts, socks,
shoes, pants etc.
Unclaimed clothing that does not have a name
on it will reside in the “Lost Property” for one
month. The Centre may then use these items of
clothing as spare clothes after this period.
Personal Possessions
Sufficient toys and equipment are provided for
the children’s use while at the Centre. It would
be very much appreciated if you could
encourage your child/children to leave their

personal belongings (such as toys) at home. We
understand how difficult this can be, particularly
when your mornings are so busy. But please
remember that it is distressing for your
child/children when their special toys have been
misplaced or have been broken throughout the
day. Comfort items, such as a favourite teddy
bear, which may be needed at rest time are most
welcome.
Excursions
The Educators in the older rooms plan
pleasurable and educational outings for the
children from time to time as extensions to the
provided program. Such excursions can only
occur when the following criteria have been met:
 a Lead Educator or the Educational
Leader must be in charge of the children
taken on an excursion
 the person in charge of the excursion
must be assisted by other staff members
(i.e. Assistants, Educational Leader) and
other adults (i.e. parents)
 parents have completed, signed and
returned a Permission Form
You are not obliged to send your children on
excursions but please advise your child’s
Teachers if you require that your child/children
be left with another Teacher while the rest of the
group is on the excursion.
As well as excursions, the Association will
arrange for a number of shows to take place at
the Centre for a small cost per child throughout
the year.
Visitors and Students
Throughout the year there will probably be a
number of visitors to the Centre. These visitors
may include:
 Directors, Teachers, staff from similar
programs or in a related field
 Interested persons from the community
who have chosen to volunteer their time
to provide us with extra assistance
 Resource people who are invited to the
Centre to extend and stimulate learning
experiences for the children
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Professional Consultants who, upon
parent authorisation, observe children’s
behaviour and interactions together with
staff
and
provide
management
techniques and advice to families and
staff
Students undertaking practical field
experience as part of their studies
Commercial entertainers.

Students
The aim of a field experience program is to
provide early childhood students with the
opportunity to apply theory to practice. The
Mitchelton Community Preschool Association
supports the placement of students and
volunteers within the program subject to their
involvement contributing positively to the early
childhood curriculum and general Centre
operation. The placement of students is
accepted as an important means of their gaining
valuable learning and teaching experience with
young children. A criminal history check is
required for all employees, volunteers and
students over the age of 18 other than parents.
In the event that the student/ volunteer does not
have a current Suitability Card, the Association
will make a joint application with them prior to
their commencement.

Room Profiles

Koalas Room - Children from age 6 weeks to
2 years. Room capacity - 8 children per day

Joeys Room - Children from age 12 months
to 2 years. Room capacity - 8 children per day

Wombats Room - Children from age 2 years
to 3 years. Room Capacity - 10 children per day.

Busy Bees Room - Children from ages 2 1/2
years to 3 1/2 years. Room Capacity - 15
children per day

Kookaburras Room – Kindergarten
Approved. Children from ages 3 years to 5
years. Room Capacity – 22 children per day

Brumbies Room – Kindergarten Approved.
Children from ages 3 years to 5 years. Room
Capacity - 22 children per day
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Health & Wellbeing

This section of the handbook is your guide to
child health issues and the ways in which
parents and early childhood staff can work
together to maintain a healthy community of
children.
Becoming familiar with its contents will:








Help you anticipate what will happen if
your child is hurt or becomes ill while
attending the Centre.
Assist you in recognising when your
child will NOT be able to attend a
program because of illness or
convalescence.
Alert you to some of the common
infectious diseases your child may
encounter in the early years.
Remind you of the kind of information
the Centre needs from you in order to
maintain the wellbeing of your child and
other children.

In any parent group, there will be a range of
values and ideas about the best approach to
handling children’s health. The viewpoints
expressed in this handbook are bound to reflect
some of these and not others. They have been
arrived at only after considerable consultation
with parents, staff, legal practitioners and
members of the Board of Directors.
Guidelines issued by the Australian
Government National Health and Medical
Research Council have been adopted.
The handbook will be subject to ongoing review
as information impacts on understandings of
how best to care for children attending early
childhood programs. For updated information,
please refer to our Policies and Procedures
manual.

Childcare Regulations: Their Impact on
Health Policies
Blackwood Street Child Centre, run by the
Mitchelton Community Preschool Association,
comes under the Child Care Regulations
administered by the Department of Education,
Training and Employment. In relation to health
and safety issues, the regulations clearly
describe:





Child/Staff ratios and sizes of groups
according to children’s ages.
Amount of indoor/outdoor space for
each child.
The information about children which
must be held on file.
The position which the Centre is
required to take in relation to children
with infectious diseases.

Information on Your Child’s File
When enrolling your child/children, you are
asked to share information which could be
vitally important to staff if your child/children
were hurt or became ill while attending the
Centre. It will give us guidelines as to what
action you require to be taken to best serve the
interests of the child/children. Information that is
vitally important to the care of all children
includes:







Contact telephone numbers for you, the
person/s nominated for emergency
contact and your family Doctor/Health
practitioner.
Medical history of your child, including
any known allergies.
Your child’s immunisation record
(please update your child’s records at
the office as required).
Written permission for staff to seek
medical advice in the event of an
emergency should the parents and
emergency contacts be unavailable.
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Please remember that such information given
on enrolment is likely to change during the time
your child is at the Centre. It is the
Parent’s/Guardian’s responsibility to make
certain that any change to information, or any
further information, is provided to the
Operations Manager for your child’s file.

fever and blanching rash (the spots turn
white for a second after you push on
them with a finger or a glass)
 coughing and sneezing
 vomiting and diarrhoea
 wanting to sleep more (lethargy)
 not wanting to eat
 feeling generally unwell.
(www.health.vic.gov.au/ edfactsheets)

What to Do When a Child has Symptoms?
 Keep your child away from the Centre.
 Contact the Centre and inquire if other
children are suffering from similar
symptoms (this information may be
helpful for your Doctor).
 Consult your Doctor.
 Consult this Handbook, or the Centres
Operations Manager for exclusion times,
policies and procedures.

Emergency Numbers
You will need to provide the centre with 2
emergency contacts and including their name,
address and telephone number. The
emergency contact may be contacted if the
parent/guardian is not contactable.
In providing this information, it is essential that
parents notify the emergency contacts of their
responsibilities in this important matter.
Please ensure that these names and contact
numbers are kept up to date throughout your
child’s enrolment.
Symptoms of Illness
The following symptoms may alert you to the
fact that your child could be unwell:




blocked or runny nose
red watery eyes
sore throat

It is important that you report any illness to the
appropriate staff as this allows them to:



Watch for signs of illness in other
children.
Alert other parents, particularly those
who may be at risk themselves or may
have children who are at risk.

If a Child Develops Symptoms of Illness
whilst at the Centre
As soon as staff become aware that your child
is unwell you will be contacted. Ensuring that
your contact details are always up to date will
hasten this process.
As staff do not have the facilities to take care of
sick children for any length of time, and as
infection can move swiftly through a group, we
require you, or your nominee, to come to collect
sick children as soon as possible.
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About Temperatures
In the case of babies and toddlers, it is often
tempting to fob temperatures off as “teething”.
High temperature or fever is one of the most
common reasons why children visit a medical
practitioner (Staying Healthy in Child Care,
2005, p. 21) and is generally considered to be a
mechanism that indicates the body is
experiencing an infection. Various recognized
authorities define a child’s normal temperature
within a range of 36.5°C to 37.5°C (measured
in the ear), and this depends on the age of the
child and the time of day.
When a child has a high temperature while at
the Centre:
 Parents will always be alerted when a
child registers a temperature of 37.5°C
or above. The child does not need to be
collected from the Service at this point.
Staff will check for the child’s Panadol
permission form and contact the
Operations Manager immediately.
 Staff will attempt to reduce a child’s
fever and re-check the child’s
temperature regularly.
 When a child registers a temperature of
38°C or above as measured in the ear
(or underarm for small babies), a parent
or emergency contact person will be
notified and requested to collect their
child as soon as possible (within one
hour). The child will not be permitted to
return to the Service for a further 24
hours following a fever of 38°C or above
when measured in the ear.
Note: In cases where a child is unwell and
develops high temperatures several days in a
row, they will be excluded from the Centre in
accordance with NH&MRC recommendations.
In accordance with our High Temperatures
Policy, we require all parents to:


Inform Centre staff if they suspect their
child is/may be unwell.










Provide current contact numbers.
Inform staff if their child had medication
for a high temperature prior to arrival at
the Centre.
Provide a Doctor’s authorisation letter
giving staff instructions for giving
Panadol if high temperatures develop.
Be aware that “teething” is not the cause
of very high temperatures in infants and
toddlers.
Make arrangements for collection of
their child as soon as possible if
contacted by Centre staff informing
them of their child’s very high
temperature or rising temperature.

Be Prepared
Many parents find that inflexible work and
personal commitments make it difficult to take
time off work to look after a sick, injured or
convalescing child.
The reality of children coming together in
groups is that germs are inevitably passed
around and at any time your child may be
infected no matter how hard staff try to prevent
it.
In order to minimise stress on busy families, a
little forward planning is helpful. For example,
look for a good backup person, preferably one
whom your child knows and likes.

Immunisation
To be eligible for Child Care Benefits, children
who are younger than seven must meet the
government’s immunisation requirements or
have an approved exemption from the
requirements. The Families Assistance Office
can provide details about the requirements and
exemptions.
Please find attached the National Immunisation
Program Schedule (from 1 July 2013)
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[Appendix 1] from the Australian Government
Department of Health and Ageing.

Medication
The Association has adopted Education
Department guidelines as to the administration
of medications to children whilst attending the
Centre. These are as follows:











The Centre cannot solely accept the
instructions of a parent.
Staff will not administer non-authorised
medications to children (read on for
further information).
Medicines authorised for administration
during childcare hours by the family
health practitioner will be given only
when it is absolutely necessary and
essential for the child’s wellbeing.
Members of staff authorised by the
Centres Nominated Supervisor to
administer medication will do so if it is
strictly in accordance with the directions
detailed on the pharmacy label and is
requested by the parents in the Centre’s
Medication Record.
All medicines brought to the Centre
must be in their original pharmacy
container with the label still attached
and the child’s name clearly visible.
All medicines must be taken to a staff
member. They will be stored in the first
aid cabinet and/or fridge, away from the
access of the children.

Written instructions from the Doctor will be
detailed on pharmacy labels and should include
all of the following:
 To whom the Medication is to be
administered.
 The name of the Medication.
 The prescribed dosage.
 When the Medication is to be
administered.
 The period of time for which the
Medication has been prescribed.
 Date.
Note: Inhalants (e.g. Ventolin etc. and drugs
administered via nebulisers or nebuhalers) are
considered oral medications. Full written
instructions from a Doctor will be needed for
staff to administer these to children. These
instructions must be updated at least every 12
months. Your local medical officer should
provide you with an Action Plan, which can be
photocopied and kept on file.
Should you require that your child/children be
given:
 the age appropriate dosage of
paracetamol in times of pain or fever,
OR
 the age appropriate dosage of Nurofen
in times of pain or fever (not supplied at
the Centre)
 oral medications such as Bonjella
 injector such as an Epi Pen
 inhalants such as Asmol or Ventolin
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Please provide a “blanket” letter of authorisation
from your family doctor. The Association’s
Ongoing or Long Term Medication Permission
Form can be used for this purpose and is
available from the office. This letter will be kept
on file, enabling staff to administer the
appropriate dosage of medication to a child
when symptoms are warranted. This “blanket”
letter of authorisation must be updated every 12
months.

Children who have not been medically
vaccinated may also be excluded if they are at
risk of contracting a contagious condition that is
vaccine preventable because of contact with a
contagious child. Please inform the office of any
changes to your child’s immunisation records –
children with incomplete immunisation records
may be treated as unimmunised during the
outbreak or suspected outbreak of vaccine
preventable diseases.

Children with severe allergies that may require
urgent medical assistance must provide an
Action Plan from their medical practitioner.

Recommended non-exclusions means that
there is not a significant risk of infection to
others. However, a child who is not excluded
because of infectivity may still need to remain at
home because they do not feel well. (If you are
uncertain as to whether your child is well
enough to attend the Centre, try asking yourself
this question: “If I felt as bad as she/he looks,
would I go to work?”)

Specific Illnesses and Minimum Periods of
Exclusion from Child Care
The Education and Care Services National Law
and the Education and Care Services National
Regulations 2011 requires “approved services
to take responsible steps to prevent the spread
of infectious diseases”.
As per our policies, the service maintains a
record of illnesses to document cases of
infectious diseases (some of these diseases will
have to be notified to Queensland Health –
Communicable Diseases Branch). A sign on the
entrance to both Blackwood Street and
McConaghy Street buildings will notify parents
and guardians of an outbreak of infectious
diseases. Our notice board displays a current
National Immunisation Program Schedule.
Parents or guardians are responsible for
notifying the service of their child’s
immunisation records.

Please find attached the Recommended
Minimum Exclusion Periods (Appendix 2), from
the National Health and Medical Research
Council, 2012.

The Public Health Act 2005 (current as at 23
September 2013) aims to protect children by
providing processes to control the spread of
contagious diseases in Child Care Centres.
Under the Act parents must not send their child
to Child Care if the parent knows or suspects
that the child has a prescribed contagious
condition or if the person in charge has directed
the parents to remove the child from the Centre
for the prescribed period for the condition.
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Recommended Minimum Exclusion Periods

National Immunisation Program Schedule (From 20 April 2015)
Child Programs
Age
Birth
2 months

4 months

6 months

12 months

18 months
4 years

Vaccine
 Hepatitis B (hepB)a
 Hepatitis B, diphtheria, tetanus, acellular pertussis
(whooping cough), Haemophilus influenzae type b,
inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)
 Pneumococcal conjugate (13vPCV)
 Rotavirus
 Hepatitis B, diphtheria, tetanus, acellular pertussis
(whooping cough), Haemophilus influenzae type b,
inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)
 Pneumococcal conjugate (13vPCV)
 Rotavirus
 Hepatitis B, diphtheria, tetanus, acellular pertussis
(whooping cough), Haemophilus influenzae type b,
inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)
 Pneumococcal conjugate (13vPCV)
 Rotavirus b
 Haemophilus influenzae type b and meningococcal C
(Hib-MenC)
 Measles, mumps and rubella (MMR)
 Measles, mumps, rubella and varicella (chickenpox)
(MMRV)
 Diphtheria, tetanus, acellular pertussis (whooping
cough) and inactivated poliomyelitis (polio) (DTPaIPV)
 Measles, mumps and rubella (MMR) (to be given only
if MMRV vaccine was not given at 18 months)
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At-risk groups
Age
12–18 months (In
high risk areas) e
12–24 months (In
high risk areas) f
6 months to less
than 5 years
15 years and over

50 years and over

Aboriginal and Torres Strait Islanders
Vaccine
 Pneumococcal conjugate (13vPCV)


Hepatitis A



Influenza (flu)




Influenza (flu)
Pneumococcal polysaccharide (23vPPV) (medically at
risk)
Pneumococcal polysaccharide (23vPPV)



Other at-risk groups
Age
6 months and over
(people with
medical conditions
placing them at
risk of serious
complications of
influenza)
12 months
(medically at risk)
e
4 years (medically
at risk)e
Pregnant women
(at any stage of
pregnancy)
65 years and over

Vaccine
Influenza (flu)

Pneumococcal conjugate (13vPCV)

Pneumococcal polysaccharide (23vPPV)
Influenza (flu)

Influenza (flu)
Pneumococcal polysaccharide (23vPPV)

Page 20

Footnotes to the National Immunisation Program (NIP) Schedule
a. Hepatitis B: vaccine should be given to all infants as soon as practicable after birth. The
greatest benefit is if given within 24 hours, and must be given within 7 days
b. Rotavirus vaccine: third dose of vaccine is dependent on vaccine brand used. Contact your
State or Territory Health Department for details.
c. Varicella vaccine: contact your State or Territory Health Department for details on the school
grade eligible for vaccination.
d. HPV vaccine: is for all adolescents aged between 12 and 13 years. Contact your State or
Territory Health Department for details on the school grade eligible for vaccination.
e. Pneumococcal vaccine:
i.
Medically at risk children require a fourth dose of 13vPCV at 12 months of age and a
booster dose of 23vPPV at 4 years of age.
ii.
Aboriginal and Torres Strait Islander children require a fourth dose of pneumococcal
vaccine (13vPCV) at 12-18 months of age for children living in high risk areas
(Queensland, Northern Territory, Western Australia and South Australia). Contact your
State or Territory Health Department for details.
f. Hepatitis A vaccine: two doses of Hepatitis A vaccine for Aboriginal and Torres Strait Islander
children living in high risk areas (Queensland, Northern Territory, Western Australia and South
Australia). Contact your State or Territory Health Department for details.
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Condition

Exclusion of Case

Exclusion of Contacts

Campylobacter infection

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Candidiasis (thrush)

Not excluded

Not excluded

Cytomegalovirus (CMV)
infection
Conjunctivitis

Not excluded

Not excluded

Exclude until discharge from the eyes
has stopped, unless the doctor has
diagnosed non-infectious conjunctivitis

Not excluded

Cryptosporidium

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Diarrhoea
(no organism identified)

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Fungal infections of the skin
or nails (eg ringworm, tinea)

Exclude until the day after starting
appropriate antifungal treatment

Not excluded

Giardiasis

Exclude until there has not been a loose
bowel motion for 24 hoursb
Not excluded

Not excluded

Exclude until all blisters have dried
Exclude until the person has received
appropriate antibiotic treatment for at
least 4 days
Not excluded if effective treatment begins
before the next day at the education and
care service. The child does not need to
be sent home immediately if head lice are
detected.
Exclude until a medical certificate of
recovery is received and until at least 7
days after the onset of jaundice

Not excluded
Not excluded
Contact a public health unit for
specialist advice
Not excluded

Glandular fever (mononucleosis,
Epstein-Barr virus [EBV]
infection)
Hand, foot and mouth disease
Haemophilus influenzae type b
(Hib)
Head lice (pediculosis)

Hepatitis A

Hepatitis B
Hepatitis C
Herpes simplex (cold sores,
fever blisters)

Human immunodeficiency virus
(HIV)

Human parvovirus B19 (fifth
disease, erythema infectiosum,
slapped cheek syndrome)
Hydatid disease
Impetigo

Influenza and influenza-like
illnesses

Not excluded

Not excluded.
Contact a public health unit for
specialist advice about vaccinating or
treating children in the same room or
group
Not excluded
Not excluded
Not excluded

Not excluded
Not excluded
Not excluded if the person can maintain
hygiene practices to minimise the risk of
transmission.
If the person cannot comply with these
practices (eg because they are too young),
they should be excluded until the sores are
dry.
Sores should be covered with a dressing,
where possible.
Not excluded
Not excluded
If the person is severely immune
compromised, they will be vulnerable to
other people’s illnesses
Not excluded
Not excluded

Not excluded
Exclude until appropriate antibiotic
treatment has started
Any sores on exposed skin should be
covered with a watertight dressing
Exclude until person is well

Not excluded
Not excluded

Not excluded
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Listeriosis
Measles

Not excluded
Exclude for 4 days after the onset of the
rash

Meningitis (viral)
Meningococcal infection

Exclude until person is well
Exclude until appropriate antibiotic
treatment has been completed

Molluscum contagiosum
Mumps

Not excluded
Exclude for 9 days or until swelling goes
down (whichever is sooner)
Exclude until there has not been a loose
bowel motion or vomiting for 48 hours
Exclude until 5 days after starting
appropriate antibiotic treatment, or for 21
days from the onset of coughing
Exclude until person is well
Not excluded
Not excluded
Exclude until there has not been a loose
bowel motion or vomiting for 24 hoursb
Exclude until the person has fully
recovered or for at least 4 days after the
onset of the rash
Exclude until there has not been a loose
bowel motion for 24 hoursb
Exclude until the day after starting
appropriate treatment
Exclude until there has not been a loose
bowel motion for 24 hoursb
Exclude until the person has received
antibiotic treatment for at least 24 hours
and feels well
Not excluded
Exclude until medical certificate is
produced from the appropriate health
authority

Norovirus
Pertussis (whooping cough)

Pneumococcal disease
Roseola
Ross River virus
Rotavirus infection
Rubella (German measles)

Salmonellosis
Scabies
Shigellosis
Streptococcal sore throat
(including scarlet fever)
Toxoplasmosis
Tuberculosis (TB)

Varicella (chickenpox)

Exclude until all blisters have dried – this
is usually at least 5 days after the rash
first appeared in non-immunised children,
and less in immunised children

Viral gastroenteritis
(viral diarrhea)
Worms

Exclude until there has not been a loose
bowel motion for 24 hoursb
Exclude if loose bowel motions are
occurring
Exclusion is not necessary if treatment
has occurred

Not excluded
Immunised and immune contacts are
not excluded
For non-immunised contacts, contact
a public health unit for specialist
advice
All immunocompromised children
should be excluded until 14 days after
the appearance of the rash in the last
case
Not excluded
Not excluded
Contact a public health unit for
specialist advice about antibiotics
and/or vaccination for people who
were in the same room as the case
Not excluded
Not excluded
Not excluded
Contact a public health unit for
specialist advice about excluding nonvaccinated contacts, or antibiotics
Not excluded
Not excluded
Not excluded
Not excluded
Not excluded

Not excluded
Not excluded
Not excluded
Not excluded

Not excluded
Not excluded
Contact a public health unit for
specialist advice about screening,
antibiotics or specialist TB clinics
Any child with an immune deficiency
(for example leukaemia) or receiving
chemotherapy should be excluded for
their own protection as they are at
high risk of developing severe
disease
Otherwise, not excluded
Not excluded
Not excluded
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Centre Map
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Mitchelton Community Preschool Association
Operating as

Blackwood Street Child Centre
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