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Parent Handbook







                                                                      15 Heugh Street 
Tamworth 2340
Phone (02) 67658250
Mobile: 0475 951 263
Email info@stmarksps.com.au
ABN: 36 730 952 599

 MAXIMISING EACH CHILDS POTENTIAL IN A LOVING FAMILY CHRISTIAN ENVIRONMENT

St Mark’s Preschool and Long Day Care Centre Mission Statement

BACKGROUND
St Mark’s Preschool and Long Day Care Centre has been operating since 1973, as a ministry of St Stephen’s Presbyterian Church Tamworth, and has had a long history of serving the local community. Originally a one-unit preschool run from the old church hall, St Mark’s now operates a 3-unit Preschool and Long Day Care Centre with the aim of providing a loving family Christian environment in which to explore, learn and grow, has a strong devotion to supporting families in caring for their children. With the largest playground in town, highly qualified staff and a commitment to providing individualised care for children, St Mark’s offers quality care to all.

ETHOS
Our Centre makes every effort to operate to the highest standards.  We are concerned for the wellbeing of our staff, children and their families and seek to deliver high quality early childhood services.

The preschool education that is provided in our Centre is founded on the Good News that God has revealed himself through his Son, and whoever believes in him enjoys life to the fullest. This is shown through Bible stories read to the children each day, grace said as part of our lunchtime routine and Christmas and Easter celebrated from a Christian worldview in age-appropriate ways. God is acknowledged as the Creator of nature and the world around us. Our respect and care for the children flows from the love that Christ has shown to us. 

COMMITTEE OF MANAGEMENT
St Mark’s Preschool and Long Day Care Centre owned and operated by St Stephen’s Presbyterian Church. Each year the church elects volunteer members to be on the Committee. This Committee takes on the financial responsibility for the running of the Centre.  The Chairman of the Committee is the Minister of St Stephen’s. 

Mark Armstrong is the Committee Chairman and can be contacted on markarm51@gmail.com or 0431 664 307.  

CONTACT DETAILS FOR APPROVED PROVIDER
Our Centre is managed by the Presbyterian Church of Australia (NSW) Social Services department, known as Jericho Road.  

Our contact is 
Mrs Bernadette Reyes
Children’s Services Support and Compliance Manager
Phone:  0481737141
Email: breyes@jerichoroad.org.au

St Stephen’s Presbyterian Church meets every Sunday at 9.30am on the corner of Matthews and Crown Streets, West Tamworth. Further details can be obtained from the Church office on Ph (02) 6762 0812. 
Website: www.ststephenstamworth.com.au  Email: ststephenspctam@gmail.com


Our Philosophy 

We at St Mark’s commit ourselves to provide a safe, welcoming, inviting, inclusive space for children to feel capable and competent to explore, learn, create and be. We believe that children will best achieve this in a warm, friendly, secure and safe environment based on Christian values and on a vital   relationship with God, as he is understood from the Bible, and with one another.  

We believe that all children are a unique and special gift from    God. Faith in Jesus Christ is an integral component of our staff’s care. As Educators, we believe that by engaging in positive, responsive, and meaningful interactions with children, we are building secure, trusting relationships, a sense of belonging, and enabling all children to have a voice. 

We commit ourselves to implement the Early Years Learning Framework. We believe children learn through play.   We believe children need a sense of connection with others to support the development of their identity and social and emotional competence.  As Educators, we promote and model positive ways to relate to others.

We will encourage the development of a disposition for learning including curiosity, concentration, and persistence. We will foster an understanding of the reciprocal rights and responsibilities of belonging to a community; build resilience and skills of self-regulation.  

We believe consideration of the cultural background of the families contributes to children’s sense of identity and belonging within the Centre. We encourage children of all ages, abilities, and backgrounds to be actively involved in making decisions, thinking creatively, displaying a sense of agency and building relationships.  

We believe that collaborative partnerships with families and the wider community are essential in supporting the overall wellbeing of the children within our care. Meaningful, respectful, and supportive relationships with families, community members and organisations contribute to quality outcomes for each child. 

















STAFF

At St Mark’s Preschool and Long Day Care Centre we are proud of the high quality of care and experience that our staff bring to the centre. 

We have recently undergone Assessment & Rating by the NSW Department of Education. We have been assessed to be Meeting the National Quality Standard, providing quality education and care in all seven Quality Areas. We are proud to note that we received special mentions in Areas 5 and 7.

1. Educational Program and Practice
2. Children’s Health & Safety
3. Physical Environment
4. Staffing Arrangements
5. Relationships with Children
6. Collaborative partnerships with families and communities
7. Governance and Leadership
All Staff are dedicated to providing education, care and love to your child. Current Staff members at St Marks are:
Rebecca Innes      Director and Nominated Supervisor 
                                Diploma of Early Childhood, Centre Based Care 0-8, currently           studying Bachelor of Education (Early Childhood Teaching)
Michelle Jeffery      Educational Leader (Mon, Wed, Thur)
			 Diploma of Teaching (Early Childhood)
			 Newcastle University
Stephanie Bailey	 Office Manager

Ellie Gatenby            Room Leader 
                                   Bachelor of Education Early Childhood & Primary
  Hayley Alexander     Educator
                                     Diploma in Children’s Services Education and Care
Angela Murphy	   Educator 
                                   Certificate 111 in Early Childhood Education and Care
Molly Johns               Educator
                                    Diploma of Early Childhood Education and Care
  Renee Anderson       Certificate 111 in Early Childhood and Care

Mary-Jane Gavin	    Room Leader
		               Diploma of Early Childhood Education and Care
Eliza Michie                Educator
                                       Diploma of Early Childhood Education and Care
Sally Whitby               Educator 
                                    Certificate 111 in Early Childhood Education and Care
Juanita Doody 	    Educator 
                                     Certificate 111 in Early Childhood Education and Care
                                    Studying Diploma of Early Childhood Education and 
                                    Care

Jennifer Hazelwood    Room Leader
                                      Diploma of Early Childhood Education and Care
Penny Woods	      Educator 
                                       Diploma of Early Childhood Education and Care
Laura Hamel                 Educator
                                      Certificate 111 in Early Childhood Education and Care
                                      Studying Diploma of Early Childhood Education and 
                                      Care
Tracey Lee                   Floater 
                                      Diploma in Children’s Services (Education and Care)
Kate Murphy               Trainee Floater
                                     Certificate 111 in Early Childhood Education and Care
                   
  

STUDENTS AND VOLUNTEERS
Students and volunteers are welcome to work at the Centre from time to time. They are required to hold a current Working with Children police check and work with a qualified staff member at all times. Students will only undertake observations of your child at our centre after notifying you and obtaining your written consent. All observations will remain confidential and only your child’s first name used.

HOURS OF OPERATION
We are open Monday to Friday 8.00am to 5.45pm The Centre is closed Public Holidays and for 2 weeks during the Christmas New Year period.  You will be not charged for Public Holidays or over Christmas.

CARE OPTIONS:  Preschool, Long Day Care or Casual
St Mark’s Preschool and Long Day Care Centre offers a variety of care options for families. 

Children may attend the Preschool session offered during school calendar terms between the hours of 9:30am and 3:30pm only. 

Alternatively, for families that require extended care hours we offer a Long Day Care service for 50 weeks of the year between 8.00am and 5:45pm. We do not charge families for public holidays or our 2-week closure at Christmas.

Casual bookings are also available for one or more days subject to availability of spaces. 

Please Note that all children enrolled at St Mark’s will receive the School Readiness Preschool Program. 









COMMUNICATION WITH FAMILIES
At St Mark’s we encourage constant verbal communication between staff and families. If there are specific issues or concerns, please feel free to make an appointment with the relevant staff member.

Every possible effort is made, to communicate with families on a daily basis to convey information about your child’s day. 

Other means of communication include term newsletters and notices that will be placed in your parent pocket. These are in the hallway. It is important that you check your parent pocket daily for information regarding the Preschool and upcoming events. We also send out emails regularly through Hub Hello! And make posts on our private Facebook page.

ENROLMENTS/WAITING LIST
Families are welcome to contact the Centre at any time to enquire about enrolment for their child.  If the child is not yet three years of age or there are no vacancies, your child will be added to the waiting list.

The Centre uses Hub Hello, our Software Providers’ online enrolment form.  The enrolment form is available at this link. Or by visiting our website – St. Mark’s Preschool & Long Day Care Centre Tamworth and clicking the link.
https://stmarkspsandldc.hubworks.com.au/

On receipt of a completed Enrolment Form your child is entered onto the waiting list, until a position becomes available. Once enrolment is confirmed full fees will be charged from the commencement date specified by the Centre. It is your responsibility to register your child with Centrelink to receive CCS, and once your percentage is established, CCS will come off your fees.

In July each year current parents’ will be asked to re-affirm their intention to continue the following year.  Failure to do so could result in your child not being considered for future placement. 

Enrolments are accepted and a position held up until the end of March each year.  If your child’s 3rd birthday is after the 30th of March and you require a place, you will need to ring at that time and enrolment will be according to availability.  

CANCELLATION
At least two weeks’ notice in writing via email prior to your child’s last 
day at St Mark’s must be given when cancelling care, or 2 weeks full fees will be charged in lieu of notice. If your child is absent during this notice period, then FULL FEES WILL BE CHARGED.










PAYMENT OF FEES 
As St Mark’s is a Not-for-Profit Centre, we depend on the regular receipt of fee income to remain financially viable. Fees for Long Day Care must be paid from the first week that St Mark’s Opens in the New Year. Fees for Preschool Care are payable the first week that public schools return in the New Year.

Fees are to be kept at least one week in advance. 

If Fees are in arrears a reminder in person or by email will be given. Prompt attention to the account or a proposed arrangement to pay is required. 

Fees that are 2 weeks in arrears, and where no response has been made to the first reminder may result in the reduction or cancellation of your child’s care.  

Payments can be made by Direct Debit into our bank account at the Commonwealth Bank,  
St Marks Preschool & Long Day Care
BSB: 062-602   Acc No: 10087619

FEES
There is no reduction in fees for absences due to illness or holidays. A late fee may be charged if children are not collected on time. If your child’s day of care falls on a public holiday no fee will be charged. 

Preschool Fees
Payable school term only as per the school calendar		     $104 per day

Long Day Care Fees
Payable 50 weeks of the year  
Centre closes for 2 weeks at Christmas			                $123 per day
	
Late Pick Up Fee 
Late fee charge after 5.45pm (LDC)	 $20 for the first 15minutes or part thereof
Late fee charge after 3:30pm (P/S)			   $1 per minute afterward

Early Drop off Fee
Earlier than 9:30am (P/S)	= $20 early fee. Collection time will be checked and charged accordingly. Please note – Our doors will not unlock until 8am daily.

In accordance with national wage increases and general cost of living rises, we will increase our fees accordingly, from January 2025. A new fee structure is to be advised before the end of the year. Child Care Subsidy will still apply if eligible.

CHILD CARE SUBSIDY 
Childcare Subsidy is the benefit, which is paid to Approved Childcare services by the Federal Government, so that your childcare fees can be reduced. St Mark’s Preschool and Long Day Care Centre is an Approved Centre by the Federal Government; therefore, the rebate can be deducted from your fees. 

It is the parents’ responsibility to apply through your My Gov account for Childcare Subsidy. The Centre takes no responsibility for Childcare Subsidy that has lapsed or not been applied for. 

CASUAL DAYS
Additional days are available throughout the year on a casual basis. Casual days will be billed at the normal daily rate of either Preschool or Long Day Care (LDC) as required. The exception to this is School Holidays when all casual places are billed at the LDC rate. Preschool children are welcome to attend casually during school holidays if they require care but will be charged the LDC rate.
 
IMMUNISATION
When enrolling your child, you will be required to provide evidence of their immunisation records. This can be done by supplying a copy of your child’s Immunisation History Statement available from Medicare. 

If your child has not been immunised when there is an outbreak of an immunised disease you will be required to keep your child away from the Centre until the infectious period has passed. You will be required to pay fees for this period of absence. 

ABSENCES/SICK DAYS
If your child is to be away for any length of time, please notify the Centre as soon as possible. Please Note that the Childcare subsidy is only allowed at your normal daily rate for up to 42 days of absence per financial year without a medical certificate. 

MEDICAL EMERGENCIES
We are required by current regulations to seek medical, hospital, dental and ambulance services in the event of an emergency, after every reasonable effort has been made to contact the parent and nominated emergency contacts. Parents are liable for any medical and ambulance fees which may be incurred. Your authorisation for this is given on the enrolment form. However, if you have personal concerns about this, please discuss them with us. Families are responsible for keeping contact details up to date in the case of an emergency or centre evacuation.

DROP OFF/PICK UP PROCEDURE  
The Centre uses an Electronic Sign in system.  You require a mobile number to log into this system using the iPads located on our Parent Cupboard.  It records the actual time you sign your child in and out which is a government requirement for receiving your Childcare Subsidy. When you bring your child to St Mark’s please make staff aware of your child’s arrival. Encourage your child to unpack their own morning tea, lunch, afternoon tea, hat and towel, and place their bag in the locker. Children’s lockers are located in each room and are accessible to children throughout the day so please ensure there are no dangerous items or toys from home in children’s bags. 

You must let staff know if someone else is picking your child up for security purposes. If it is someone not listed as an authorised person/emergency contact, please phone us, and make that person aware that staff will require identification to be shown. Persons under the age of 18yrs will not be permitted to collect a child from Preschool unless they are the child’s parent.

Allow a few minutes at departure time for staff to tell you what your child has been doing and to give you any other information. Please check lockers for all belongings. 

Parents are responsible for their child’s care and welfare once they have removed their child from staff supervision. Please be aware of the danger your child faces from traffic if they walk/run out the front gate so please hold their hand. 

Incident/Injury/Trauma/Illness Record
In the instance that your child is injured or becomes ill whilst at St Mark’s an Incident Report will be filled out in the Incident/Injury/Trauma/Illness Record Folder. You will be informed (either via courtesy call or on pick up) and asked to sign a written account of the accident/incident. A copy can be made available for you.

THE PROGRAM
We are governed by the EYLF (Early Years Learning Framework) which is a strength-based program. It recognises children as competent and capable learners with rights and agency. It has been designed to inspire conversations, improve communication, and provide a common language about children’s learning among children themselves, their educators and their families. The Framework involves a shared vision for children’s learning, Principles and Practices to underpin learning and teaching and the 5 Learning Outcomes.
The 5 Learning Outcomes are:
1. Children have a strong sense of identity.
2. Children are connected with and contribute to their world.
3. Children have a strong sense of wellbeing.
4. Children are confident and involved learners.
5. Children are effective communicators.
We look at each child holistically and value that all children are individuals who learn best through play, and when their social, emotional, and psychological needs are met. We believe that children need to feel safe and supported and build a sense of security and belonging with assistance from dedicated and caring educators. 

We value the input of families and believe that children thrive when educators and families come together, after all, families are a child’s first and most influential educators. We encourage you to make an appointment to discuss your child’s progress any time to share concerns, victories, joys and woes. Our staff are happy to listen to any concerns you may have and will work with you to arrive at a solution that best satisfies everyone. 

As a Centre we promote the belief that children should attend formal schooling the year they turn 6 as, in our professional opinion, they are more emotionally ready, by this age, to navigate the many pressures, twists and changes that kindergarten and beyond brings. We will of course support the choices you make for your own child regarding this as, ultimately, you are your child’s best advocate.






ROOM ROUTINES
We are advocates for routine as we believe that children thrive when they feel safe and secure. Following a routine is one of the ways to achieve this. Routines of course are flexible but predominantly remain the same daily (dependent on room).

Possum Daily Routine Term 1
8-9:30 Children arriving, unpacking and joining everyone outside
8- 10:30 Outside Play (Progressive Morning tea)
10:30-10:45 Bible Story/ Acknowledgement of country
10:45-11 Group time
11-12:15 Inside play/ set up beds
12:15-12:30 Pack up/Set up beds
12:30 Lunch
1:15-2 Quite Activities
2:30 Pack bags
2:45 Group time 2
3:30 Family Grouping/Inside and outside play/home

Possum Daily Routine Term 2
8-9:30 children arriving, unpacking and remaining in possum room
8:30-9:30 Inside play (progressive Morning Tea)
9:30-9:45 Group Time 1
9:45-10:45 Inside activities
10:45-11 Group Time 2/ Set up beds
11-12:15 Outside play
12:15 Bible Story/ Acknowledgement of country
12:30 Lunch
1:15-2:00 Resting and quite story time
2:00 Pack bags
2:15-3 Group time 3
3:00 Family grouping/ Inside and Outside play/home

Possum Daily Routine Term 3
8-9:30 children arriving, unpacking and remaining in possum room
8:30-9 Morning Group (Progressive Morning tea until 10)
9- 10:20 Inside play
10:20- 10:40 Group Time
11- 12:15 Outside play
12:15 Bible Story/ Acknowledgement of country
12:30 Lunch/ Gross Motor
1:30-2:00 Mindful resting and quite story time
2:00 Pack bags
2:15-3 Group time
3:00 Family grouping/inside and outside play/ home 

Possum Daily Routine Term 4
8-9:30 Children arriving, unpacking and joining everyone outside
8- 10:30 Outside Play (Progressive Morning tea)
10:30-10:45 Bible Story/ Acknowledgement of country
10:45-11 Group time
11:12:15 Inside play
12:15-12:30 Pack up
12:30 Lunch
1:15-1:55 Social group games/ fundamental movement skills
1:55-2 Pack bags
2-2:20 Quite mindfulness
2:20-2:50 Group time 2 (including news)

Turtle Term 1 & 4 Routine
8:00 – 9:30 Children arriving unpacking joining everyone outside
8:00 – 10:20 Outside play time and progressive morning tea.
10:30 – 10:45 Pack up outside, Bible story and Acknowledgement to Country
11:00 – 11.10 Morning group time 
11:10 – 12:15 Inside activities
12:15 – 12:30 Pack up and make beds.
12:30 – 1:15 Lunch time
1:15 – 2:30 Rest time
2:30 – 2:45 Wake up & pack bags.
2:45 – 3:30 Group time (progressive afternoon tea from 3:30)


Turtle Term 2 & 3 Routine
8:00 – 8:30 Children arriving unpacking joining everyone in the possum room.
8.30 – 9:30 Children come back into Turtle room play on carpet area. Teachers set up room for activities. 
8:00 – 10:45 Inside play time and progressive morning tea.
10:45 - 11:00 Pack up Inside & make beds. 
11:00 – 12.15 Outside play 
12:15 – 12:30 Bible story and Acknowledgement to Country
12:30 – 1:15 Lunch time
1:15 – 2:30 Rest time
2:30 – 2:45 Wake up & pack bags.
2:45 – 3:30 Group time
3:30- Home time outside/inside play. (progressive afternoon tea from 3:30) 

Bilby Term 1 & 4 Routine
8:00 - 9.30 Children arriving unpacking joining everyone outside
8:00 – 10:20 Outside play time and progressive morning tea.
10:30 – 10:45 Pack up outside Bible story and Acknowledgement to Country
11.30am: Group time, story time, inside / verandah play, art & craft, dancing
12.15pm: Room clean up, toilet, handwashing
12.30-1.00pm: Lunch at the picnic tables
1.00-1.15pm: Transition to inside, toilets and rest time
1.30-2.30pm: Rest time
2.30-3.00pm: Pack up our sheets, shoes / socks on
3.00-3.30pm: Story, dancing, verandah play
3.30pm: Outside play big yard (progressive afternoon tea from 3:30)
4.30pm: Outside play (weather permitting)
4.45pm: Transition to inside play Possum room
5.45: Close of day




Bilby Term 2 & 3 Routine
8-8.30 am: Possum room for arrivals.
8.30-10.30 am: Group time, story time, inside / verandah play, art & craft, dancing.
10.30am: Outside play
12.15pm: Bible Story / Acknowledgement to Country
12.30-1.00pm: Lunch at the picnic tables
1.00-1.15pm: Transition to inside, toilets and rest time
1.30-2.30pm: Rest time
2.30-3.00pm: Pack up our sheets, shoes / socks on
3.00-3.30pm: Story, dancing, verandah play
3.30pm: Outside play big yard (progressive afternoon tea from 3:30)
4.30pm: Outside play (weather permitting)
4.45pm: Transition to inside play Possum room
5.45pm: Close of day


WHAT TO BRING
· St Mark’s is a nut-free and fish-free (all seafood products) centre. Please do not send any Nutella, peanut butter sandwiches, bars etc containing nuts of any kind or any seafood products. Thankyou.

· Backpack– big enough to fit everything in so that your child does not become frustrated packing it in the afternoons. The bigger the better.  

· A piece of fruit for the fruit basket (We cut & share fruit as a group at lunch time.)

· Healthy morning tea in an individually named bag. 
(eg fruit, cheese, carrot/celery sticks, sultanas. No chocolate bars or nutella, lollies, chips etc please) 

· Healthy lunch in a hard plastic lunch box with removable lid
(sandwiches, wraps, salads & finger food)  

· A healthy afternoon tea in an individual named bag
(only required by children enrolled in LDC). This is a progressive afternoon tea. Children can eat a snack from 3:30pm.

· A drink bottle filled with water only. No poppers, (juice, flavoured milk) etc.
· A small sheet A fitted sheet at least 150cm long and 70 cm wide. (A soft comfort toy if required). To make it easier for you, we provide these at our centre for cost price.

· A hat  

· Spare clothes and underwear.   
 
· Library Bag (optional)

PLEASE LABEL EVERYTHING




SETTLING CHILDREN IN
The major aim of the first few weeks at Preschool is to provide children with a warm secure and supportive environment outside of home. Children need time to establish relationships with new adults and children and to become familiar with new equipment, routines and experiences. Children react to day care in different ways. It is natural for your child to feel uneasy about Mum or Dad leaving (Separation Anxiety). Your child might settle more easily if you stay for a short while (5-10 min) and share an activity. When it is time to leave follow these recommendations for a positive separation experience: 

· Please ensure your child has visited the Pre-School prior to attendance to meet Staff and familiarise themselves with the environment. 

· Please take your child to a Staff member or let a staff member know you are leaving. Even if a staff member is busy setting up the room or arranging craft prep, please do this. They will always be happy to assist.
 
· It is VERY important that you say goodbye to your child! Say it once – tell them you are going, say you love them and that you will be back to collect them. We have a special ‘Waving Window’ to help with this time.

· Let your child see that you are confident and happy to leave them at Preschool – this will help them settle.   

· If your child is upset when you leave, please do not come back into the playroom. Please phone us later to check on them. We will not allow your child to be distressed for long and we will phone you if they are not settling. Trust us in our experience as early childhood professionals. 

· Your child may, from time to time, become distressed. This may be due to any number of circumstances. Therefore, it is very important that you keep us informed as to what is happening in your child’s life, especially any changes in routine. Make sure to allow enough time for the daily handover to staff where you can report any significant changes or events happening at home. Any information you share will be kept confidential.

· Arriving at the same time each day and consistency in the above areas all contributes to a smooth transition into preschool. Whilst sickness is unavoidable, please try to attend regularly to establish a good routine.

SLEEP AND REST
Our Service defines ‘rest’ as a period of inactivity, solitude, calmness, or tranquillity, and can include a child being in a state of sleep. Considering the busy and energetic nature of children’s day, we feel that it is important for children to participate in a quiet/rest period during the day in order to rest, relax, and recharge their body. Effective rest strategies are important factors in ensuring a child feels secure and safe in an early childhood environment. As children have different sleep, rest and relaxation needs, our Service will consult with families about their child’s individual requirements, ensuring all parties are aware of the different values, cultural, and parenting beliefs and practices, or opinions associated with sleep requirements. Any sleep requirements that differ from Red Nose recommendations must be supported by a medical certificate. Further information available in our Sleep and Rest Policy.

CLOTHING 
Children are busy people and remaining clean can sometimes be difficult so please send your child in suitable clothes, which will allow them to play and explore freely and not worry about getting ‘good’ clothes dirty. Staff will do their best to protect children’s clothing during sensory and art experiences with the use of aprons, however, we cannot prevent clothing from soiling. Clothing that children can manage themselves with little or no adult assistance is most suitable for St Mark’s as we aim to encourage independence and self-help skills at all times. 

A complete change of clothes and spare underwear is to be provided for each child with more than one change of clothes advisable. 

Children should wear shoes that are suitable for climbing and easy to get on and off. Thongs are not a suitable option.

Children are to bring a hat from home for outdoor play.

SUN PROTECTION
The major cause of common skin cancers is unprotected exposure to the sun. It is the Parents responsibility to apply sunscreen to their child prior to/ or on arrival at Preschool. St Mark’s staff will reapply sunscreen in the afternoon (all year round) and late in the morning (during winter).

All children and staff are to wear hats when outside, those which protect the face neck and ears are preferred. No caps, if possible, please.
Children are encouraged to wear clothing with sleeves and collars as dresses with shoestring straps and singlet tops do not provide adequate sun protection.  More information available in our Sun Safe Policy.

EXCURSIONS AND VISITORS
From time to time, we invite visitors/incursions into our Preschool to contribute to the children’s learning and development. Excursions are also planned. Details of all these events will be posted on Facebook, Hub Works (via email) and permission notes sent prior to the event. 

TOYS FROM HOME
We discourage children from bringing toys from home as they may get lost, broken, cause conflict between children, or be dangerous for young children. Your child is welcome however, to bring in items of interest (i.e. birds’ nest) to put on our nature /science table, or photos and books relating to current topics of interest in the program. Some rooms have a ‘news’ tray or table for children to put items on, to show peers during News Time. Please check with teachers in rooms.

LIBRARY BOOKS 
Children are welcome to borrow books for reading at home from the bookshelf located in the foyer.  We request that Parents are responsible for the selection of books that their child will take home and recording the books borrowed on the sheet provided. 						


ADMINISTRATION OF MEDICATION POLICY

DEFINITIONS:
The term ‘medication’ can be defined either as prescribed or non-prescribed.
For the purpose of this policy, ‘prescribed’ medication is:
· Authorised by a health care professional; and
· Dispensed by a pharmacist with a printed label, which includes the
· Name of the child being prescribed the medication, the medication.
		dosage and expiry date.


All medication that does not meet the criteria for prescribed medication can
be considered non-prescribed. This includes over-the-counter medication.
medication dispensed by a naturopath/homeopath; or considered.
complementary or alternative such as vitamins and cultural herbs or remedies.

AIM:
To ensure that when it is necessary for children to be administered medication while they are attending the Centre that:
· Authorization is obtained from the child’s parent or legal guardian before medication is administered.
· The medication is stored appropriately. 
· The medication is administered to children in a safe and hygienic manner.  
 
EXPLANATION:
Medication can only be administered to a child attending St Mark’s Preschool and Long Day Care Centre when:
1. The child’s individual medication sheet has been completed and signed by the child’s parent or legal guardian.
2. In the case of an emergency, verbal consent can be given by a parent, or a person named in the child’s enrolment record as authorised to consent to administration of medication.
3. A parent or person named in the enrolment record cannot reasonably be contacted, a registered medical practitioner or emergency service can give authorization for medication administration. (see Regulation 93)
4. In the case of an anaphylaxis or asthma emergency, medication can be administered according to the child’s Anaphylaxis and or Asthma Risk Minimisation Plan. The nominated supervisor of the St Marks Pre School and Long Day Care Centre must ensure that the parent of the child is notified as soon as it is possible, and emergency services notified as per plan. (see Regulation 94).











ADMINISTRATION OF MEDICATION:
· Parents are to fill in all relevant details on the medication sheets, for all medications including recording of ointments and creams. Relevant details should include child’s name, type of medication, dosage, time, reasons for dosage and parent signature. This is to be completed every time medication is handed in.

· A reminder will be written in the communication diary stored on the preparation room bench by staff, stating, date, child’s name and time of dosage.

· Medication is to be handed to a staff member and then locked away in the medication cabinet/drawer or in a locked box in the appropriate room’s fridge by a staff member.

· All medication, both prescribed and non-prescribed, must be in its original container / bottle/ packet and clearly identified by a label with the child’s name, dosage etc clearly shown.

· Medication will only be administered according to written details on the label of medication and can only be administered to the child whose name appears on the label. 

· Medication is only to be administered by permanent staff members holding an authorised current First Aid Certificate. Trainees are not to administer or witness medication. Casual staff who regularly work at the service are permitted to witness medication only if a permanent staff member is not available.

· Staff must ensure that all labels, medications and dosages are checked by the two staff members prior to administering. One staff member is to administer the medication while the other witnesses, ensuring the child takes the correct dosage. Medication sheets will be signed by the two staff immediately upon administering medication.
 
· If correct dosage cannot be administered for a particular reason e.g.: child spits out medicine, then the actual dosage given, must be recorded on the medication card and the parent immediately notified. Medication is not to be re-administered without parent or medical permission/advice. Any differences in administration time, must also be recorded on the sheets and the administered time passed on to the parent. 

· All new staff will be instructed to read and sign medication policy on induction, prior to starting employment.

· The Medication Policy will be reviewed and updated annually, and all staff will sign to declare that they have read and agreed.

· Twice a year, in staff meetings, we will reflect on our practices and procedures in regard to the medication policy, ensuring all staff are up to date and maintain familiarity with the policy.

STORAGE OF MEDICATION:
Under no circumstances is medication to be left in a child’s bag or in a place accessible to children.
Medication will be kept in a locked medicine cabinet located in the prep room/ locked drawer in the Jellybean Room or in a locked box in each room’s refrigerator.

In case of a child suffering high body-temperatures please see Managing A Child with Acute Fever Policy.


RESOURCES:
National Health and Medical Research Council. (2005). Staying healthy in child care: Preventing infectious disease in child care (6th ed.).
http://www.ncac.gov.au/policy_development/policy_templates.html

SICK CHILDREN 
We understand that it is sometimes difficult for working parents to get away from work to collect their child when ill. However, we hope you will appreciate our desire to maintain a safe and healthy centre, to protect the health of your child and others. To ensure that cross infection is kept to a minimum, parents are required to keep their children home if they show any of the following symptoms.

Diarrhoea: a child who has watery stools should not return to Preschool until he or she has been free of diarrhoea for 48hours. If the child has an allergy or a medical condition, which regularly causes diarrhoea please consult staff on enrolment. 

Vomiting: a child who is vomiting should be kept at home for a period of 48hours after the vomiting has stopped. Micro-organisms that cause vomiting and diarrhoea are highly contagious and will spread to others very quickly. 

Fever (particularly associated with nasal discharge): a child with a fever of 38ºC or higher must be kept home and should be fever free without medication for 24hours before returning to Preschool.

Head Lice: The child should be treated at home. Recommended treatment must be applied before the child may return.

Conjunctivitis: this eye condition requires medical attention and children may not return to Preschool until after 24hours on medication and the discharge has cleared.

Cold Sore/School Sores: these conditions should receive specific treatment and sores should be covered. If they can’t be covered, the child will need to be excluded until they are dry.

Hand Foot Mouth Infection: this is a highly contagious infection, which consists of small lesions, which tend to spread quickly on the side of the tongue or inside the mouth around the cheek region. Lesions may also occur on the hands, feet and occasionally on the buttock. Children cannot return to Preschool until the infection has cleared and the child is well.

Rashes: rashes may occur for a variety of reasons. You are requested to consult a doctor. Your child may attend with a medical certificate stating that the rash is not infectious.

Please respect not only your child’s peers and staff but their families as well. If you bring your child in with a contagious ailment it will spread. If you suspect your child may have an infectious illness such as measles, rubella or chicken pox please have the condition diagnosed by a doctor and notify staff. We aim to keep our Centre free from infections and will expect you to promptly collect your sick child if they exhibit any of the above symptoms whilst at preschool. Further information available in our Sick & Infectious Child Policy.

GRIEVANCES AND DISPUTES
If you have any grievance about the care, protection and safety of your child, or the management of the Centre, please raise these concerns firstly with the teacher in your child’s room or with the Director.

If necessary, the Chairman of the Management Committee, can be contacted Mark Armstrong on 0431664307 or ststephenspctam@gmail.com

Every attempt will be made to resolve the problem cooperatively and quickly by encouraging the relevant parties to meet and discuss the issue themselves. If you are not satisfied with this action, you can contact 

Mrs Bernadette Reyes
Children’s Services Support and Compliance Manager
Phone:  0481737141
Email: breyes@jerichoroad.org.au

· If you have followed this course of action and are not satisfied that the issue has been resolved, you may contact the Department of Education and Care Regulatory Authority Ph: 1800 619 113 or ececd@det.nsw.edu.au. Further information is available in the Complaints & Grievance handling Policy.

CHILD PROTECTION INFORMATION
As our Centre is a part of the Presbyterian Church of Australia (in NSW) our Child Protection policy is set by their Department of Social Services and then adapted to suit our individual facility. The Child Protection Policy is available for you to read in the Policy manual.

All staff of the Centre are mandatory reporters under the Children and Young Persons (Care and Protection) Act 1998.  This means staff are required to report to Community Services if they suspect (using their professional judgment and training), on reasonable grounds, that a child or young person is at risk of significant harm.    

In October 2009 amendments were made to the ACT, to allow information to be exchanged between organisations working with or providing services to children and young people (where there are concerns about their safety, welfare and wellbeing) and their families.  This can be done without seeking parental permission. 

CELEBRATIONS
As a Centre we participate in many Celebrations across the year.  These include Birthdays, Easter, Mother’s Day, Father’s Day and Christmas. At Easter & Christmas, we focus on the true stories of these celebrations and less about the Easter Bunny or Santa Claus. In keeping with the Christian Ethos of the Centre, the centre does not participate in Halloween, or any gambling activities.


Privacy Collection Statement
Our service is committed to maintaining all personal information provided by its children, families, staff, management, volunteers, students and community in accordance with our Privacy Policy and the Australian Privacy Principles. Each family, staff, volunteers and student and committee member is provided with a privacy collection statement upon enrolment or commencement of employment. This statement outlines the type of personal information collected by this service and how information is acquired, used and shared. We will not sell personal information to any third parties.



What is personal information? How is it collected and why?
	What information is collected?
	How we collect information?
	Why we collect this?

	Medical information, health and immunisation
	· Enrolment form
· Employment record
· Immunisation history statement
· Health care cards – Medicare and health fund information
· Accident, Illness and Injury forms
	To ensure the health and safety of every child and as a requirement under Family Assistance Law and the NSW Public Health Act 2010.

	Income and financial details, includes credit card and banking information
	· Enrolment form
· Employment record
· Fee payment and purchases
· Tax File Number
	For the provision of the education and care service and as required under Family Assistance legislation and as per Funding Agreements with the Department of Education and Communities.

	Contact details of family and emergency contact information
	· Enrolment form
· Employment record
· Updated details form
	Required under the Education and Care Services Regulation

	Children’s developmental records
	· Observations
· Assessment of children’s learning
· Programming documents
· Communications with families
	Required under the Education and Care Services Regulation and to provide a high-quality education and care service

	Family Assistance information
	· Enrolment form 
· Employment record 
· CCMS
	Required under the Family Assistance legislation and under employment legislation under Income Tax legislation.

	Legal information
	· Enrolment form 
· Employment record
· Court orders or AVOs
	Required under the Education and Care Services Regulation

	Employment, marital status and nationality
	· Enrolment form 
· Employment record
	Required under employment legislation and to provide priority of access under commonwealth and state legislation

	Qualifications
	· Employment record 
· Certified copies of documents
	Required under the Education and Care Services Regulation.

	WWCC, criminal history checks
	· Employment record
· Originals of documents
	Required under the Education and Care Services Regulation.

	Staff entitlements
	· Payroll records 
· Tax File Number
	Provision of entitlements

	Any information required to be recorded under the National Law and Regulations, the Family Assistance Law other relevant information collected to support the enrolment of a child
	· Enrolment form
· Employment record 
· Complaints records
	Required under appropriate legislation.



Personal information is information that personally identifies an individual, such as a name, residential or email address and includes information relevant to the enrolment process, credit card information, billing records, documentation of a child’s learning and development, and recorded information regarding complaints. Publicly available information, such as information on a public website profile is not considered personal information. This service only collects personal information when individuals specifically and knowingly elect to provide this, such as when individuals enrol a child in the service, pay fees or subscriptions, and provide health or family information to support the inclusion of a child. This service complies with the Payment Card Industry Data Security Standards (PCIDSS) when handling credit card transactions and securely stores all credit card information for Direct Debit or credit card payment/eftpos payments in accordance with the Fees policy.
Direct communications 
This service uses individual’s personal information to send information by post, email or telephone. Individuals are provided with an opportunity to elect not to receive such information upon enrolment or through written notification to the service.

What happens with personal information? 
This service will strive to let individuals know how any personal information will be used at the time of collection. Individuals will be asked if personal information can be used to establish contact with them regarding other aspects of organisational business. This service will not sell or trade individuals’ personal information to other third parties. This service collects and uses personal information generally to provide individuals with the information and the services they request, to provide appropriate and relevant information pertaining to the education and care of a child/ren, and to continue to improve service quality



Where is personal information stored? 
Personal information is stored in a safe and secure manner, using locked filing cabinets or a password protected database and computer. Information is backed up electronically and securely stored. Data will not be altered or destroyed except in extraordinary circumstances. Hard copy information is stored at the service, which is secured to prevent entry by unauthorised people. Any personal information not actively being used may be archived, in accordance with regulatory requirements. Personal information will remain on the service database indefinitely until personally advised by a customer that information is to be removed, unless information has been archived or destroyed at an earlier date in accordance with privacy law and regulatory requirements. 

Access and updating personal information
Individuals may ask to access, update or delete personal information held about them at any time. Reasonable steps will be taken to verify an individual’s identity before granting access, making any corrections to, or deleting information. If a customer wishes to make a complaint, please refer to the Complaints Policy. Individuals requiring access to, or wanting to update personal information, can contact the service on (02) 67658250 or info@stmarksps.com.au


POLICIES
St Mark’s Preschool and Long Day Care has policies relating to the care of the children and the operation of the Centre. It is a requirement of our Licence and ACECQA that we have these policies.  Our policies are always available for your viewing in the parent information area. 

Please remember that policies are not static and that they are reviewed regularly. You will be advised when we are reviewing a particular policy and will be invited to provide feedback. Policies will be emailed to you after review or when amendments are made.

Along with this handbook you will receive a copy of all the Mandatory Policies as part of your Welcome Pack. They are as follows:

· Acceptance and Refusal Authorisation Policy
· Administration of First Aid Policy
· Administration of Medication Policy
· Child Safe Environment Policy
· Code of Conduct Policy
· Dealing with Complaints Policy
· Dealing with Complaints Policy (Staff)
· Dealing with Infectious diseases Policy
· Delivery of Children & Collections from Educations and Care Services Premises
· Emergency, Evacuation & Lockdown Policy
· Enrolment Policy
· Excursion/Incursion Policy
· Governance & Management Policy
· Incident, Injury, Trauma & Illness Policy
· Interactions with Children, Families & Staff Policy
· Medical Conditions Policy
· Nutrition & Food Safety Policy
· Payment of Fees Policy
· Responsible Person Policy
· Safe Arrival of Children Policy
· Safe Transportation Policy
· Sleep & Rest Policy
· Sun Safe/ UV Policy
· Volunteer & Student Policy
· Water Safety Policy 


The following is a list of current centre policies in alphabetical order:

A1 Educational program and Practice:
· Additional needs Policy
· Celebrations Policy
· Contents Restrictions
· Early Childhood Intervention Practitioner Management Policy
· Educational Program Policy
· Fostering Self Esteem to Self Reliance
· Inclusion Policy
· Multi Cultural Policy
· Physical Activity Policy
· Technology Policy
· Transition to School Policy

QA2 Children’s Health and Safety
· Acceptance & Refusal of Authorisations Policy
· Administration of First Aid Policy
· Administration of Medication Policy
· Anaphylaxis Management Policy
· Animals & Pet Policy
· Asthma Management Policy
· Bushfire Policy
· Child Protection Policy & CP Procedure
· Child Safe Environment Policy
· Clothing & Footwear Policy
· Coronavirus (Covid – 19) Management Policy
· Cyber Safety Policy
· Dealing with Infection Diseases Policy
· Delivery of children to & collection from Education & Care Service Policy
· Dental Health Policy
· Diabetes Management Policy
· Earthquake Management Policy
· Eczema Management Policy
· Emergency & Evacuations Policy
· Epilepsy Management Policy
· Excursion/ Incursion Policy
· Flood Management Policy
· Head Lice Policy
· Health & Safety Policy
· Hygiene Policy – in response to Covid – 19
· Immunisation Policy
· Incidents, injury, trauma, illness Policy
· Lockdown Policy
· Medical Conditions Policy
· Nappy Change & Toiletting Policy
· Nutrition & Food Safety Policy
· Photograph Policy
· Providing a child safe Environment Policy
· Road & Safety Policy
· Safe Storage of Hazardous Chemicals Policy
· Safe Transportation Policy
· Sick children Policy
· Sick Staff Policy
· Sleep & Rest Policy
· Sun Safe UV Policy
· Supervision Policy
· Termination of Enrolment
· Tobacco, Drug & Alcohol free Policy
· Water Safety Policy

QA3 Physical environment
· Environmentally Responsible Policy
· Furniture & Equipment Safety Policy
· Safe Storage of Dangerous Goods

QA4 Staffing arrangements
· Code of Conduct Policy
· Induction of Staff Policy
· Responsible Person Policy
· Staff Induction Policy & Procedure
· Staffing Arrangements Policy
· Volunteers & Students Policy

QA5 Relationships with Children
· Anti – Bias & Inclusion Policy
· Arrival & Departure Policy
· Behaviour Guidance Policy
· Behaviour Guidance: Bullying Policy
· Behaviour Management Policy
· Interactions with Children Policy
· Respect for Children Policy

QA6 Collaborative partnerships with families & Communities
· Dealing with Complaints Policy (general) & (families)
· English as an additional language or dialect (EAL/D) Policy
· Enrolment & Orientation Policy
· Family Communication Policy
· Managing an Aggressive Parent Policy
· Open door Policy
· Orientation of Families Policy
QA7 Governance & Leadership
· Code of Conduct
· Complaints Policy
· Fundraising Policy
· Governance & Management of the Service Policy
· Payment of Fees Policy
· Privacy & Confidentiality Policy
· Privacy Collection Statements Policy
· Record Keeping & Retention Policy
· Social Media Policy
· Volunteer & Student Policy
· Writing, Reviewing & Maintaining Policies Policy
Presbyterian Social Services (our governing body) provides Policies for:
Child Protection
Content Restrictions
Facebook 
Fundraising
Staff Code of Conduct
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