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Welcome to the Clubhouse! 

 

Coomera Clubhouse is a family owned and operated service. We offer a uniquely relaxed environment, 
with friendly, professional staff who know the importance of quality care. Our team understands the 
importance of building children’s confidence and self-esteem as well as the significance of 
communication between parents or carers and themselves throughout each child's learning journey. 
This parent handbook is designed to inform our families of our policies, procedures and give a general 
overview of the service and its services.  
 

THE CLUBHOUSE TEAM 
 
 

We value our Team members as educators and pride ourselves on employing quality team members 
who are passionate early educators. Educators employed at our services must meet the qualification 
requirements as per the Education and Care Services National Regulations. Educators are required to 
hold a Blue Card from the Commission for Children, Young People and Child Guardian and are strongly 
encouraged to hold their current First Aid and CPR. Team member practises ensure that at all times 
during operating hours there are at least 50 per cent of educators that hold or are working towards an 
approved Diploma level qualification. There is always at least one team member present with current 
First Aid and CPR qualifications. We aim to ensure continuity for children in care and develop strong, 
stable teams so that children have the opportunity to bond with regular carers responsible for their 
group. For a full overview of our team including photos, please see our reception area.  
 

 
 
 

CENTRES CONTACT INFORMATION 
 

 
 COOMERA CLUBHOUSE 1  

Nominated Supervisor: Rebecca Reeves 
Address:  60 Coomera Springs BLVD 

Upper Coomera QLD 4209 
Phone: 07 56656 111 
Fax: 07 56656 604 

E-mail: cch1@coomeraclubhouse.com.au 
 
 

COOMERA CLUBHOUSE 2 
Nominated Supervisor/ Operations 

Manager: Kylie Winstanley 
Address: 1 Gannet Place 
Upper Coomera QLD 4209 

Phone: 07 56184 164 
Fax: 07 56184 554 

Email: cch2@coomeraclubhouse.com.au 

 
 

Nominated Supervisor/ Operations 
Manager: 

 Kylie Winstanley 
Email: kylie@coomeraclubhouse.com.au 

 
 

Website:
 www.coomeraclubhouse.com.au 

 
Operational Hours: Centre 1 - 6:30am – 

6:30pm (except public holidays) 
                                    Centre 2 - 6:00am – 

6:00pm (except public holidays) 
 

Age Groups:  Birth to 5 years 
 
 

mailto:cch1@coomeraclubhouse.com.au
mailto:cch2@coomeraclubhouse.com.au
mailto:kylie@coomeraclubhouse.com.au
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OUR PHILOSOPHY  
 
At Coomera Clubhouse we aim to ensure that there is always respect for the children, families and 
early childhood Educators of our service. We value the importance of effective communication and 
consultation between our team, our families and our children giving a sense of “Belonging”.   
 

We aim to form reciprocal relationships that will encourage families, children and the community to 
participate in the service and share in decision making. We aim to ensure that open, respectful 
communication will be conveyed in every action and decision made in regards to the running of the 
service.   
 

We strive to provide an Education and Care service that is driven by the needs of our children, families 
and community in a relaxed and homely environment.  
 

We value the diverse range of cultures and abilities in our community and will ensure that all children, 
families, Educators and visitors are treated with high quality of service and access to care. 
 

It is our expectation that our service will be a place where children are seen as capable and competent, 
shaping who they are and who they can “Become”.  
Each child will be seen as unique and their individual needs and cultural backgrounds are not only 
respected but embraced and woven through our curriculum.  
 

We will provide a play based curriculum incorporating the principles and learning outcomes of the “Early 
Years Learning Framework”, which will guide our team of Early Childhood Educators teaching 
decisions.  We will encourage children to just “Be” and explore their interests and the world around 
them in a safe, challenging, stimulating and engaging environment.  
 

We will encourage sustainable practices within the Education and Care Service. Educators, children 
and families will be encouraged to engage in innovative practices and appreciate the wonder of the 
natural world while protecting the planet for future generations.  
 

We will support our team of Early Childhood Educators’ professional pedagogy in their efforts to provide 
a nurturing child orientated curriculum that satisfies a child’s growing curiosity.  
 

Our team will form partnerships with our families to encourage children to grow with self-esteem, 
confidence and knowledge of their unique talents and abilities.  We aim to provide an environment 
where interactions with each child are warm, responsive and build trusting relationships. 
 

Coomera Clubhouse will always be undergoing continual quality improvements through team self 
reflections and with the help of the families and community. 
 

We strive to provide a supportive team environment to assist our service in their delivery of quality care 
and education. We do this by listening to and being responsive to our team’s requirements and 
balancing these against the needs of our children, families and community. 
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COMMUNICATION  

We strive to provide a supportive team environment to assist our service in their delivery of quality care 
and education. We do this by listening to and being responsive to our team’s requirements and 
balancing these against the needs of our children, families and community. 

We believe that communication between families and our educators is crucial in the development and 
wellbeing of each individual child. Daily communication between parents/guardians and educators is an 
important part of our program. By sharing information concerning the child's activities and welfare we 
can work together to meet the child's individual needs. We aim to ensure frequent, effective 
communication and it is maintained by: Encouraging parents to participate in the service program at 
any time. 

Tools of communication include but not limited too: 

 Daily communication Books 

 Family pockets 

 Display Boards  

 Newsletters and handouts  

 Oral Communication 

 Developmental Records 

 Parent Support meetings 

 Your child’s Portfolios 

 Emails & Kindy Hub app 

 Telephone 

 Service Website and Facebook 

 
STARTING CARE  
 

We understand that starting care can be a nervous time for children and their families and we aim to 
make this a smooth, exciting and rewarding time. Our Orientation Process is designed to inform, relax 
and excite families about starting care. Some children become upset when their parent/guardian leaves 
them at the service, this can be quite normal, especially when first beginning care or when there are 
changes at the service or at home. Separation Anxiety usually disappears as the child becomes more 
familiar with their surroundings and their educators. If you would like support or further information 
please ask the Nominated Supervisor   
Here are some tips to help you and your child settle into care;  
 

 Parents/guardians should try to spend time with their child on their first day and ensure it isn’t 
rushed.  

 Where possible try to make their first day a shorter day  

 Before starting care and education, talk to your child about:  
– Where they will be going  
– Why they are going to the service and what they will do there  
- Who they will meet  

 Answer your child’s questions openly and honestly and reassure them they will be fine.  

 You could read some books about new experiences to prepare your child.  
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 Drive or walk past the service to show your child where they will be going.  

 Visit the service with your child a number of times before you leave him or her there for the first 
time. This will give your child an opportunity to get to know the Educators and surroundings. 

 Send along items that will provide comfort if needed such as photos or a comfort item.  

 Show your child that you feel comfortable with their educators and ensure you always say goodbye, 
reminding your child that you will return and when. Resist the temptation to leave without telling 
them when your child is distracted.  

 Call throughout the day to check on how your child is going  

 Spend time at the end of the day to find out about your child’s day and discuss this with your child 
once you get home 

 
 
WHAT TO BRING EACH DAY  
 

Please provide a clearly named bag for each child when they attend care. Below is a list of suggested 
items to include in each child’s bag, please ensure all individual items are clearly labeled;  
 

 1 set of sheets – cot sheets are perfect for our sleeping beds (nurseries do not require 
sheets)  

 Drinks and appropriate bottles or containers depending on child’s need (no juice- water 
only please).  

 A wide-brimmed hat every day  

 Spare clothes which are suitable for the current weather conditions. Where children are 
toilet training we ask for a number of items to ensure we can meet their needs 
throughout the day.  

 A sufficient quantity of nappies  

 Comfort items if needed (dummies, blankets etc)  

 
 
LOST PROPERTY  
 
Lost Property can be found in the child’s room in baskets. Please see your child’s Educator for 
assistance with any lost items. Please label all your child's belongings to avoid your child's property 
from being "Lost". 

 
 
 
 
 
 
 
 
 
 

http://www.mychild.gov.au/
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ARRIVAL AND DEPARTURE TIMES  
 

Arrival and departure times are extremely important in ensuring children’s health, safety and wellbeing. 
Parents/Guardians and other authorised adults play an important role in settling children in care and 
communicating openly with Educators. 
 
ARRIVAL  
o On arrival at the service each day, the parent/guardian will sign their child/ren on the form provided 

in the ‘Sign in and Out folder’ located in the room. Adults must record their full name, the actual 
time of arrival and sign the record.  

o The adult will take child/ren to join their group and transfer the child to the care of the person in 
charge.  

o The adult bringing the child to care MUST communicate with a team member and pass on any 
relevant information including medication requirements, where required forms will be provided by 
Educators.  

 
DEPARTURE  
o Come in and greet their child/ren  

o Together say goodbye to the team member and exchange relevant information including any forms 
to be signed such as incident or medication  

o Sign each child out on the appropriate form, adults must record their full name, the actual time of 
departure and sign the record.  

o Accompany their child/ren off the premises  

o Take special care in car park areas  
 
Please note: if you are not known to the Educators caring for your child at the time of collection they will 
ask for photographic evidence of your identity. Please comply with Educators requests to ensure we 
meet the needs of your child. 
 

AUTHORISED COLLECTORS  
o Upon enrolment parents are asked to provide a list of responsible adults (must be over 18yrs of 

age) who may collect their child  

o Authorised collectors must provide photographic identification prior to a child being released into 
their care.  

o Authorised collectors are responsible for passing any relevant information onto parents/guardians  

o Families must ensure that information about Authorised Collectors are updated as required.  
 

COURT ORDERS  
 

Parents/Guardians are responsible for supplying the Nominated Supervisor with current court and 
custody orders. Please understand without a court or custody order, Educators are unable to restrict 
parents from collecting their child. Educators will take every precaution to ensure that children are only 
released to those authorised to do so. 
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FAMILY PARTICIPATION 
 

We have an open door policy, our centre is open at all times for families to come in and visit. You don’t 
need to call and tell us you are coming, you are welcome at any time.  We highly value the input of our 
families within our services as partners in the education of children. Listed below are a few suggestions, 
please feel free to talk to our Nominated Supervisor or your child’s Educators about any ideas that you 
may have.  

o Providing input into our education programs 

o Use of suggestion box, surveys and policy feedback. 

o Volunteering in reading time, craft, language, singing, cooking and other activities 

o Assisting with special events, excursions and shows 

o Donating new and recycled resources such as paper, collage materials, recycled items - bottle 
tops, boxes, wood cut-offs, wool, ribbon, shredded paper, old magazines, washed plastic 
containers i.e.: yoghurt tubs, drink bottles, chinese containers, wrapping paper,  dress up items  

o Attending parent meetings/information nights/ monthly support meetings 

o Participating in and contributing to community events and our Coomera Clubhouse community 
boxes. - Each month with collaboration from parents, children and staff we select a local charity and 
or organisation who offers much needed support and resources in our local community to donate 
too.  

EXTRA CURRICULAR & CENTRE EVENTS 

At Coomera Clubhouse we offer a range of extracurricular activities and services for your child to 
participate in.  These include Tiny Tennis, Little Big Sports, Happy Feet, and Munchkin league, 
Hairdresser and a range of Child Health services. For more information on costs and enrolment details 
speak to the Nominated Supervisor at the front desk.   

We also have various educational shows and community workers visit the children to enhance their 
learning experiences. Regulars in our event calendars are: Wild Rangers with their reptile show, 
Healthy Harold, Old MacDonald’s Farm, Tooth Fairy on Tour, Koori Kulcha (Indigenous show), The 
Pirates Secret Treasure show, Santa Around the World Show, Emergency services and Professional 
services. For more information speak with your child’s educator or refer to our centre events calendar 
located on our website and your Kindyhub app. * Please note that extra services may incur and 
additional cost that is not included in our fee structure. 

SUSTAINABLE PRACTICES 

At Coomera clubhouse we encourage and increase awareness of 
environmental responsibilities and implement practices that 
contribute to a sustainable future.  Children are supported to become 
environmentally responsible and show respect for the environment. 
Environmentally sustainable practices are embedded to the 
operations of the service which involves Educators, Children, 
Families and the Community. This can include recycling, use of 
recycled resources, energy efficiency, water conservation and more. 
Find out more how you can be involved in this by asking the 
Nominated Supervisor or your child’s Educators. 
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BUSH KINDY 
 
At Coomera Clubhouse we offer a Bush Kindy program to all age groups. Bush Kindy is an educational 
program that is set outdoors, so children can connect with nature through play and exploration.  
 
Studies have shown children who regularly engage in nature based play develop higher physical, 
social, and emotional skills. There are also significant health benefits that include improved cognitive 
function, increased creativity, and positive peer interaction, reduced attention deficit hyperactivity 
disorder symptoms and reduced rates of aggression. 
 
Bush Kindy is play that is led by the children, with support from our educators, allowing children to take 
reasonable risks in a supervised natural environment. All activities are risk-assessed to ensure your 
child is safe while having fun. Our educators are fully qualified and are excited to provide a Bush Kindy 
program that is a fun educational experience that your child will remember for years to come. For more 
information speak to the Nominated Supervisor or with your child’s Educator. 
 

NATIONAL QUALITY FRAMEWORK  
 

The National Quality Framework is a Government initiative which sets a National Quality Standard 
creating greater consistency for early childhood education and care services across Australia. This 
initiative aims to improve educator-to-child ratios in services, increased skills and qualifications, national 
regulations and a quality ratings system which will help you to make informed choices about the 
education and care you choose for your child. 
 
The seven quality areas are  

1.Educational programs and practice. 
2.Children’s health and safety. 
3.The physical environment. 
4.Staff arrangements 
5.Relationships with children 
6.Collaborative partnerships with families and communities.  
7.Governance and Leadership 

 
Coomera Clubhouse aim is to exceed the national quality standard across all areas. Our service has a 
quality improvement plan in place to show what is happening in our centre to achieve this.  For more 
information in regards to the National Quality Framework, please speak to the Centre Director or you 
can also find more information on the website: www.acecqa.gov.au 

 
EARLY YEARS LEARNING FRAMEWORK & OUR CURRCULUM  

The Frameworks guides educators in developing quality programs for children. It describes the early 
childhood pedagogy (principles and practice) and the outcomes required to support and enhance young 
children’s learning from birth to five years of age, including their transition to school.  Through the 
Framework’s five learning goals educators will assist your child to develop:  

 a strong sense of their identity 

 connections with their world  

 a strong sense of wellbeing 

 confidence and involvement in their learning; 

 effective communication skills.  

http://www.acecqa.gov.au/
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It is a priority for Coomera Clubhouse to offer parents peace of mind that their children are being provided 
with care and attention of the highest standard.  This means being at the cutting edge of best practice in 
early childhood development. Coomera Clubhouse implements the Early Years Learning Framework 
(EYLF) and Queensland Kindergarten Learning Guidelines (QKLG) through an Emergent Curriculum.   
 
An Emergent Curriculum is based on the interests of a child and or group of children which encourages 
children to learn through play, sparked by an interest that they have initiated. Our team of Educators 
builds on these interests to channel children's learning, exploration and discovery. Planning this 
curriculum requires observation, discussion, documentation, reflection, creativity and discussions with 
children, families and educators.  

Each child will have their own portfolio which contains photos, artwork samples and observations of 
learning and development. Your child’s portfolio is available for you to view and have input to at any 
time.  Your child’s room will also show ongoing learning through daily learning journals/books, 
photographs, project work, learning stories and program documenting the day’s progress. For more 
information speak to the Nominated Supervisor or with your child’s Educator.  

 
KINDY HUB 

 
As part of our commitment to providing your child the best early learning experience, 

we use Kindyhub at our Service. Kindyhub is a digital communication tool, 
allowing us to easily share your child's early learning experience with you at the 
end of each day. Our educators capture your child's achievements throughout 
the day via Kindyhub with photos, notes and stories. Kindyhub saves us time, in-
turn allowing us to spend more time with your child. 

 
As a parent, you (and your chosen relatives) will have a secure private login to access a snapshot of 
what your child does throughout the day via email or the Kindyhub smartphone Parent App. This will be 
sent to you with photos, a daily report from your child's group and the learning outcomes they met. 
The key with Kindyhub is to ensure it compliments the face-to-face communication we already have 
when you visit us. Our face-to-face communication is undeniably one of the most important aspects of 
maintaining great relationships between our educators and your family. Kindyhub is here to enhance 
communication and provide the parents that are unable to visit us with photos and information about 
the child. For further information regarding Kindyhub you may visit www.kindyhub.com.au 

 

QLD GOVERNMENT KINDERGARTEN PROGRAM  

We are approved by the Queensland Government, which means that we are required to offer a learning 
program in our Wombat and Galah rooms: 

 For children in the year prior to Prep (aged at least 4 years old by 30 June in the year they 
participate) 

 That is delivered by a four year qualified early childhood 
education teacher or a registered teacher with early 
childhood qualifications 

http://www.kindyhub.com.au/
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 That aligns with the Queensland Kindergarten Learning Guideline or other education program 
accredited by the Queensland Studies Authority. 

 Our Kindergarten Program runs for 6 hours per day from 9am – 3pm 

 If you have a Health Care Card you may be entitled to government subsidy to help with the cost 
of the program. You will need to provide a current copy of your health care card for our records. 

For more information on any of our programs please speak with the Nominated Supervisor or our 
Kindergarten teachers. You can also find more information by contacting the Queensland Government 
on telephone 13 74 68. Search for ‘kindy’ at www.qld.gov.au/earlyyearscount 

 
CHILD CARE FEES  
 

Our service prides itself on providing quality care to all children and their families and providing a 
supportive working environment for educators.  Our service relies on the prompt payment of fees and 
strives to assist families in claiming relevant government benefits through the Child Care Management 
System (CCMS).  Fees must be paid at least a week in advance and any changes to bookings must be 
made in writing.  You will be required to confirm your child’s attendance bookings through your MyGov 
account.   
 
Families must ensure that a $50 non-refundable enrolment fee and one week’s fees are paid upon 
enquiry to secure a placement at our service. Fees will be charged per full set session hours regardless 
of hour usage between the set session times.  
 
All payments are to be made via EZI Debit; forms are to be completed upon enrolment. Our service 
does not accept cash. Where fees fall into arrears the service provider may require families to agree to 
a payment plan or preferred payment method to continue providing care. 
 
If you are plaining holidays, a holiday request form is to be filled out and given to the Nominated 
Supervisor with requested dates. Each child is entitled to 2 weeks per calendar year of their booked 
days at a 50% discounted fee rate. One week of this discount can be taken over the 2 week Christmas 
New Year holiday period and the remaining week any time throughout the year.  All fees must be up to 
date and 2 weeks’ notice in writing is required to receive this discount. 
 
Our service can provide families with an estimate of their child care subsidy (CCS) amount based on 
information provided.  Please note that parents are responsible for the payment of full fees at the 
service where CCS is cancelled or reduced due a change in a family’s circumstances the family is still 
responsible for any amount outstanding on their account, even if this is greater than the usual estimate.  
The family is ultimately responsible for the full fee less any benefits communicated to the service via the 
Child Care Management System (CCMS) 
 

CHILD CARE SUBSIDY ELIGIBILITY 
 
Child Care Subsidy is a payment from the Australian Government that helps you with the cost child 
care. There are three factors that will determine a family's level of Child Care Subsidy. These are: 
• Combined Family Income 
• Activity Test – the activity level of both parents 
• Service Type – type of child care service 
 
The Child Care Subsidy will be paid directly to service to be passed on to families as a fee reduction. 
Families will make a co-contribution to their child care fees and pay to the provider the difference 

http://www.qsa.qld.edu.au/10192.html
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between the fee charged and the subsidy amount. The Child Care Package will also provide targeted 
additional fee assistance for vulnerable families through the Child Care Safety Net.   
 
When receiving CCS, you are responsible for keeping the Australian Government and your child care 
service up-to-date and notify them when your circumstances change. You can ensure your entitlements 
are current by keeping updated, through your MyGov Account. 
 
“Only parents of children (less than 20 years of age) who are fully immunised or are on a recognised 
catch-up schedule can receive the Child Care Subsidy”. More information about “No Jab No Pay” is 
available at https://www.education.gov.au/no-jab-no-pay 
 

For more information please speak with our Nominated Supervisor and refer to our Fees and Attendance policy 

You can also out more call the Child Care Access Hotline on 1800 670 305 or visit www.mychild.gov.au 

 
ABSENCES 

 
You will be charged for all days booked regardless of attendance including absences and Public 
Holidays.  “Some absences are allowable without affecting payment of Child Care Subsidy. If a child 
does not attend the session of care, or part of the session of care, the service is still taken to have 
provided the session, as long as the absence is valid. An absence is valid if the care was booked, was 
available, and an individual was liable to pay for that care. A child can have up to 42 valid absent days 
per year, and more with valid reasons” 
 
For more information please refer to our Fees and Attendance policy.  You can also out more call the 
Child Care Access Hotline on 1800 670 305 or visit www.mychild.gov.au 
 

PRIORITY OF ACCESS   
 
“Priority of Access – prioritising vacancies - As vacancies in a service arise, providers are asked to 
prioritise children who are:  
• at risk of serious abuse or neglect  
• a child of a sole parent who satisfies, or parents who both satisfy, the activity test through paid 
employment. This reflects the Australian Government’s intention to help families who are most in need, 
and support the safety and wellbeing of children at risk in accordance with the Framework for Protecting 
Australia’s Children 2009-2020.”  Please be aware that we may ask you to change or reduce days 
where a child listed under the priority of access requires care, we ask for your flexibility if you are not 
currently requiring care for work/study purposes. 
 

TERMINATION OF CARE & CHANGES TO BOOKED DAYS  
 
Two week notice in writing of termination of care is required; failure to give two weeks’ notice will result 
in full fees being charged in lieu of notice. Two weeks’ notice is required to reduce booked days, failure 
to give two weeks’ notice will also result in full fees being charged in lieu of notice. Parents can 
increase booked days dependent on availability through the team at the front desk at any time. 
 
Parents are asked to call the service at the earliest possible convenience to advise staff if their child will 
be absent from care. If families do not attend for a period of time without advising the center and all 
attempts that have been made to reach them fail, full fees will be charged unless signatures for the 
absences are made in the attendance book by the parents/ guardian.  

http://www.mychild.gov.au/
http://www.mychild.gov.au/
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LATE COLLECTION OF CHILDREN  
 
Where a child is not collected prior to the close of the service late fees apply, CCB and CCR are not 
able to be claimed for late fees. A late fee of $1 per minute applies for you children who are not picked 
up by the center’s closing time. Default all-day session may be charges if you drop of/collect you child 
outside the grace period of the set session times 
 
In cases where the service has not been contacted and the child has not been collected after the 
service's normal closing time, Educators will make all attempts to contact the parent/guardians and any 
authorised collectors. If Educators are unable to contact a relevant adult after 30 minutes from the 
service's closing time the service will contact the local police to assist in locating parent/guardians. At 
all times Educators will treat this matter with respect and sensitivity towards the children and family. 

 
TOYS AND OTHER TREASURES FROM HOME  
 
We’ve chosen a wide range of developmentally appropriate 
equipment and items for our service. It would be appreciated 
if parents can explain to their children that the toys at the 
service are for everyone to share and that they cannot be 
taken home. It would also be appreciated if your child could 
be refrain from bringing in toys from home. Staff cannot be 
responsible for toys which are brought from home, if they are 
lost or misplaced. If children wish to share something special 
with the group please consult with your child’s Educator so 
that a safe place to store the precious item can be sought.  

 
POLICIES AND PROCEDURES  
 
Our service policies and procedures underpin the entire operations for our service. They offer the 
children, parents, Educators and business a position that adheres to best current industry practise. We 
encourage all Educators and parents to have input into the policy development and review process. 
Service displays and newsletters will advise of policies being reviewed and ask for feedback. Following 
are some extracts from relevant Health and Safety Policies. We encourage you to familiarise yourself 
with our full policies and procedures, available in our foyer. Our Nominated Supervisor can assist you 
with any questions relating to our Policies and Procedures. 
 

GRIEVANCE RESOLUTION PROCEDURE 
 

Our service aims to ensure that all interactions, including grievance procedures, convey mutual respect, 
equity and recognition of each other’s strengths and skills.  This is role modelled by management and 
educators alike.  
 
We understand that we have a duty of care to ensure that all persons are provided with a high level of 
equity and fairness in relation to grievances and complaints management and procedures. 
 
We value all feedback including concerns raised and use these to guide our continual improvement. 
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To assist us in ensuring that all grievances and complaints are addressed, investigated fairly and 
documented in a timely manner we ask that all educators, families and visitors following this procedure 
if you have a concern or complaint you wish to raise. 
 
If you have a concern you wish to raise you should; 
 

1. Raise your concern in a calm manner with the person with whom you have the grievance 
 

2. Raise the concern with the Nominated Supervisor at the Service 
 

3. Contact Management:  Name: Kylie Winstanley   phone: 0756184164 
 

4. Contact the Approved provider  Name: Adam Gilbert    phone:0412336029 
 

5. Contact the Regulatory Authority Listed Below 
Robina Office (Early Childhood Education & Care) South East Region 
Department of Education and Training Queensland Government 
P 07 5656 6677 | F 07 5656 6600 | E goldcoast.ecec@dete.qld.gov.au | Website 
http://dete.qld.gov.au/ 

 

INCLUSION, DIVERSITY & EQUITY 
Our service welcomes all persons from a range of diverse backgrounds. We are committed to ensuring 
resources and environments respect a diverse range of abilities and beliefs.  We strive to ensure that 
all persons are treated equally regardless of: gender, age, socio-economic status, race, language, 
beliefs, additional needs and family structure or lifestyle. Our team does not tolerate behaviours, 
language or practices that label, stereotype or demean others. We recognise and value the differences 
and similarities that exist in children, families, educators, management, students, volunteers and the 
wider community. 
 

CONFIDENTIALITY  
 

We are committed to protecting personal information. This Policy embodies this commitment and 
applies to personal information collected by our service.  We adhere to the requirements of the 
Information Privacy Principles contained within the Privacy Act and the Guidelines for Federal and ACT 
Government World Wide Websites, issued by the Office of the Australian Information Commissioner 
and Privacy Commissioner. 
This Policy outlines how we maintain this commitment, and how the personal information collected is 
handled. At our Service we adopt the principles for handling personal information based on the Privacy 
Act (1988) 
 

IMMUNISATION  
 
Our service will inform parents of the vaccination recommendations and actively supports immunisation 
of all children attending the service to protect children, as far as possible, from the spread of infectious 
diseases where there is an outbreak. Parents will be informed of any diseases that present themselves 
in Educators or children at the service. 
 

http://dete.qld.gov.au/
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While we encourage and support childhood immunisation we also respect a family’s choice not to 
immunise.  Children who are not medically vaccinated up to date will not be refused enrolment at our 
service under these grounds.  Children who have not been medically vaccinated (‘not medically 
vaccinated’ includes children who may have been naturopathically or homeopathically vaccinated) must 
be excluded in the event of a vaccine-preventable disease being present at the centre, even if their 
child is well, normal booking charges will apply for exclusion.  
 
An immunisation history statement must be provided upon enrolment as proof that a child’s 
immunisation status is ‘up-to-date’ or ‘not up-to-date.  This must be provided as updated at key 
milestones. Without this statement children will be treated as not up to date and will automatically be 
excluded if directed until the statement is provided.   This statement can be: 

o an official record issued by the Australian Childhood Immunisation Register (ACIR) 
https://www1.medicareaustralia.gov.au/ssl/acircirgcert 

o a letter from a recognised immunisation provider (e.g. a GP or immunisation nurse). 
o The Personal Health Record (the ‘red book’) from Queensland Health is not acceptable 

proof of immunisation. 
 
A list of vaccine-preventable diseases can be found in “Staying Healthy Edition 5” and will be displayed 
in the foyer for your information.  
 

INFECTIOUS DISEASES  
 

 
The service takes all reasonable steps to control the spread of infectious diseases in accordance with 
recognised guidelines. To ensure a healthy environment is maintained for children and adults. Parents 
will be informed of any diseases that present themselves in Educators or children at the service. 
 
Our service refers to the “5th Edition Staying Healthy Preventing Infectious Diseases in Early Childhood 
Education and Care Services” Australian Government National Health and Medical Research Council 
2012 ” as a minimum for controlling infectious diseases.  
 
The three most important ways of preventing the spread of infectious disease are:  

• Effective hand washing- all children, and adults including parents should wash and dry their 
hands upon arrival at the centre and when leaving.  Waterless sanitiser products can also be 
used, these are located in our foyer areas;  
• Exclusion of sick children and Educators; and 
• Immunisation. 

 
If a child is unwell at home, parents/guardians will be expected not to bring the child to the 
service. 

 
EXCLUSIONS  
 

Children and adults with infectious diseases will be excluded from the centre in accordance with the 
guidelines from the “5th Edition Staying Healthy Preventing Infectious Diseases in Early Childhood 
Education and Care Services” Australian Government National Health and Medical Research Council 
2013. Where a child is presenting with symptoms at the service educators will immediately notify the 
Nominated Supervisor and contact the family to collect the child. 

 

https://www1.medicareaustralia.gov.au/ssl/acircirgcert
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The decision to exclude or re-admit a child who has been sick will be the responsibility of the 
Nominated Supervisor and based on the best interests of the child and in the interests of the other 
children in the centre. The decision will take into account: 

o Medical certificates  
o Other conditions present 
o Whether the child is well enough to participate in normal activities at the service 
o Previous History 
o Diseases prevalent at the time of illness.  
o Information provided on the Illness Record Form provided by the centre and completed and 

stamped by a medical practitioner. 
o NHMRC Recommended Minimum Exclusions Periods Table 

 
After diagnosis of a condition requiring exclusion based on the NHMRC Recommended Minimum 
Exclusion Periods Table a medical certificate will be required before a child or team member can be re-
admitted to the centre. 
 
 

INCIDENT, INJURY, TRAUMA & ILLNESS 
 
Educators take great care to reduce the risk of accidents through a range of methods including, safety 
checks, set up of environments, setting of rules with children and through programmed activities. 
Unfortunately from time to time accidents may occur. Educators with current qualifications will attend to 
children who require first aid. Parents will be informed of incidents/accidents through the relevant form 
at the time of collection. If the injury is serious or involves the head region Educators will contact the 
parent by phone at the first available moment.  
 

In the unlikely event that an injury requires medical attention Educators will carry out first aid and the 
parent/guardian will be contacted. Should an Ambulance be required the Nominated Supervisor or 
person-in-charge will arrange this and copy the child’s records to accompany the child. 
Parents/guardians are responsible for any changes related to the transportation or medical care 
provided to the child. Parents must inform the service in writing if there are any restrictions to medical 
treatment for their child including allergies or the inability to administer any drugs or transfusions. 

 
EMERGENCY AND EVACUATION  
 

In case of an unforeseen emergency situation, every effort will be made to contact parents to collect their child.  
Regular evacuation ad lockdown drills are carried out. If you are present during a drill, you are required by law to 
participate. Emergency evacuation plans are displayed in the Service. Staff are familiar with evacuation 
procedures and policies. Regular emergency procedure drills give the children an opportunity to become familiar 
with the routine and planned evacuation route.  

 
CHILD SAFETY  
 

 
The safety of your child is of high importance to us. On a daily basis staff carry out routine procedures to ensure 
a high level of safety is maintained. Such practices include:  
 
 The storage of chemicals in locked cupboards  

 Checking the play spaces and car park for hazardous objects  

 Checking the safety of sandpits and outdoor equipment  
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 Making children aware of personal safety, ie. not throwing equipment, walking inside etc..  

 Undertaking risk assessments.  
 Security key pad for entry into the service. 
 All staff receives annual training in relation to child protection and health & safety. 

 
MEDICATION  
 

There are times when it may be appropriate to administer medication to children while in care. Parents 
are asked to remember that if a child is unwell they should remain at home.  
For the purpose of defining procedures Medication is broken into 3 categories, each of which has a 
different form; 

o Prescribed Medication including Oral Medication – this includes any medication, cream, lotion, 
powder prescribed by a medical practitioner and also any over the counter medication which is 
taken orally including Bonjella and other products applied in the mouth which may be ingested.  

o Over the Counter Creams, Lotions and Powders – this includes any substance applied to the 
skin which is NOT prescribed by a medical practitioner. Applies to over the counter substances only 
and includes baby powder, nappy creams, antiseptic creams and cosmetic creams.  

o Emergency and Long-Term Medication – this is for medication which is kept at the service for 
use in an emergency or ongoing manner. It includes Epi-Pens and Asthma Inhalers. These forms 
must be completed by a Medical Practitioner and be accompanied by an Action Plan.  

 

ADMINISTERING MEDICATION  
 
Medication will not be administered to any child unless  
o Written permission has been sought from a parent or person authorised to consent to the 

administration of medication in the enrolment form 
o It is from its original container before the expiry or use-by date 
o It is administered in accordance with any instructions attached to the medication or provided by a 

registered medical practitioner 
o For prescribed medications, and ingested products it is from a container that bears the original label 

with the name of the child to whom it is prescribed/provided to 
 

NOTE: In the case of an anaphylaxis or asthma emergency, medication may be administered to a child 
where consent has been sought such as in the enrolment form or verbally if required.   Where 
medication has been administered, the child’s parent/guardian and emergency services will be 
contacted as soon as possible 
 
Note: Medication will not be provided to a child where the label does not have their name on it, 
regardless if the name on the medication is a sibling of family member. 
 

PARACETAMOL ADMINISTRATION:  
 

Upon enrolment parents/guardians will be requested to complete a permission form for administration 
of Paracetamol in emergency situations where children have a fever and all attempts have failed to 
reduce the temperature. Once Paracetamol is administered the parent/guardian is responsible for 
collecting the child from care.  

 
The use of Paracetamol in situations other than relieving a temperature that has come on during care is 
not permitted without a doctor’s certificate outlining the date, length of period required, and the reason 
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for ongoing administration of Panadol. Paracetamol can mask other symptoms and Educators will not 
administer this as a general medication.  

 
SLEEP AND REST TIMES  
 

Our service ensures each child’s comfort is provided for and there are appropriate opportunities to meet 
each child’s need for sleep, rest and relaxation.  Our service ensure safe sleeping environments and 
educator practices are based on advice from recognised authorities to ensure safe sleeping. 
 
Educators use a range of practices to manage sleep, rest, and relaxation needs.  
The approach that a service uses will be influenced by many factors including: the age and 
characteristics of the children, the needs of families and the community, and the physical environment 
space and layout. In thinking about sleep, rest, and relaxation practices, Educators consider the 4 
principles for R.E.S.T. – see below 

 
R Relationships  

 
Involve children and families in planning.  

E Environment  
 

Create a pleasant and calm environment.  

S Sleep need  
 

Support children’s agency and autonomy.  

T Timing / Transitions  
 

Ensure timing is responsive to children’s needs. 

 
 
Babies and Toddlers  
 
Sleep rooms with cots are available for children under 2 years of age. Parents are asked to supply linen 
for use in cots which must be laundered at the end of the child’s week. Educators in the babies’ room 
strictly follow recommendations from the Sids and Kids Safe Sleeping Program;  
 

o children are put to sleep as per the SIDS recommendations  
o Sleep baby on the back from birth, not on the tummy or side 
o Sleep baby with face uncovered (no doonas, pillows, lambs wool, bumpers or soft toys) 

 
Educators are not able to meet the requests of families to participate in practices which are against the 
recommendations above without a letter from a doctor advising of alternative practices due to medical 
reasons. For further information on Safe Sleeping please refer to our parent library and or see your 
Nominated Supervisor.  
 
Older Children  
 
Children over 2 years will usually sleep/rest once per day. Children will be provided with their own bed 
to sleep/rest and families are asked to provide linen which should be taken home for laundering at the 
end of the child’s week. (Cot sheets, single bed sheets or sleeping bag style with attached small flat 
firm pillow/padding are suitable. (No doonas, pillows or cushions as we do not have the storage 
facilities) Some older children may not need to sleep during their time at care, they will however still be 
given the opportunity to rest and relax. 
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REST PERIODS (Centre One only) 
 

Outlined in the Education and Care Services National Regulations under the Education and Care 
Service National Law there is provision for services to amend their staffing levels over specified times 
during the day. Our service has been granted a Rest Period from 12 noon to 2 pm. During this time the 
2-3 age group, the 3-4 age group and the 4-5 age group will have 1 staff member available in the room. 
An additional 2 floating staff members (1 of whom is the Nominated Supervisor) will be available during 
the rest period to assist where necessary. 

 
SUN PROTECTION  
 

Our Sun Protection Policy aims to reduce the risk of diseases resulting from exposure to the sun and to 
develop healthy attitudes towards sun protection. Children and Educators are required to wear a wide-
brimmed hat when outdoors. We strongly recommend that this remains at the service so that it is 
available for each day. Where children do not have a wide-brimmed or Legionnaires style hat, they will 
be required to play in the shade. Children without a sun-safe hat are required to play in an area 
protected from the sun (e.g. under shade, veranda or indoors) or will be provided with a spare hat. 
 
Our services provide sunscreen for use by Educators, children and visitors. Sunscreen should be 
applied at least 20 minutes prior to sun exposure, for this reason we encourage families to apply 
sunscreen prior to attending care in the morning. We will re-apply in the afternoon before going back 
outside. Please advise Educators at your service on arrival if you have not applied sunscreen in the 
morning so they can do so. If you would prefer that your child uses a different brand of sunscreen 
please advise your child’s Educator. 
  
Children are required to wear sun-safe clothing that covers as much of the skin (especially the 
shoulders, back and stomach) as possible. This includes wearing: 
o loose fitting shirts and dresses with sleeves and collars or covered neckline 
o longer style skirts, shorts and trousers 
o Please note: Midriff, crop or singlet tops are not sun-safe clothing. 
 
Children without sun-safe clothing are required to play in an area protected from the sun (e.g. under 
shade, veranda or indoors) or will be provided with spare clothing to put over the top of their clothes. 

 
HEALTHY EATING AND MEAL TIMES 
 

At Coomera Clubhouse for Early Childhood Learning, we 
endeavour to provide children with a balanced diet that 
supports the development of good eating habits. We provide 
morning tea, lunch and afternoon tea which is brought to our 
service by ’Kids Gourmet Food’. These meals are then 
prepared at our service before each meal time. Menus are 
displayed in the foyer on a notice board, please feel free to 
offer suggestions about menu items as all feedback is 
appreciated. 

  
If you decide to pack your child’s lunch or send snacks for whatever reason, please support us by 
making healthy choices. Recommended foods include sandwiches, cheese, cold meats, fresh or dried 
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fruit, prepared fruit snacks, savory biscuits, yoghurt, milk or water. Please also ensure that these 
snacks are nut free, as we do have children attending our service with severe allergies.  
If your child has a food allergy, you may be required to supply extra supplements please consult our 
Nominated Supervisor for further information.  
 
With allergies in mind, research indicates that nut allergies are currently the most common food allergy 
in children. For this reason we wish to minimise children's exposure to nuts. To help us implement 
these strategies we ask that parents avoid the use of nuts and nut products in any food brought from 
home. 

 
BIRTHDAYS  
 

Birthdays are special times for children and the service enjoys sharing these occasions. Please make 
sure that if you purchase cupcakes it is from a reputable source and arrives at the service wrapped. 
This is to ensure health and hygiene needs have been met during production. Please do not hesitate to 
consult with the Nominated Supervisor or your child’s Educator when planning to provide food. 
REMEMBER we can always arrange celebration time to coincide with your availability to join us.  
 
 
 
 
 

 

 
 


