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Welcome to Kingston Child Care Centre

I would like to welcome your family to our Centre and are sure that your child will have a very happy time with our dedicated and committed team.  

The Kingston Child Care Centre aims to provide high standards of care, making the Centre special, happy, safe and secure.

The Centre has staff trained in early childhood education and child care, supplemented by other experienced staff.

The Centre is a community-based organisation managed on a day to day basis by a team of a Directors and an Office Manager on behalf of a voluntary management committee of parents. The Centre operates as a non-profit organisation.

We believe the environment of a Child Care Centre needs constant stimulation, so that it can be an exciting venue for our “little people” to visit.

In this package you will find Parent Information, Enrolment Forms and Carer Information Forms, etc - please read them carefully.  This package in conjunction with the Policy and Procedures Handbook available at the office, and is designed to assist you and your child during your time at the Centre.  If you would like any further information please do not hesitate to ask.  All forms need to be returned before the child’s first day.
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If you have any questions please do not hesitate to contact myself, or our Assistant Director Jacqui Whayman.  We look forward to welcoming you and your child to Kingston Child Care Centre.

Regards

Alicia Lampkin

CENTRE DIRECTOR


Our Vision

Kingston Child Care Centre works as a supportive and innovative team.  We provide a professional service for our families and the community.

In a safe, nurturing, flexible and stimulating environment we provide experiences to enhance the development of individual children.

We acknowledge the importance of positive interactions in enhancing the development of children and work in partnership with parents to best meet the individual needs of the children in our care.

We…

· believe that each child is unique and we aim to provide high quality care in a secure, safe and hygienic environment;

· will treat all children with dignity and respect;

· aim to provide each child with a variety of experiences to stimulate their development;

· aim to create a feeling of trust, where individuals are accepted and valued;

· will provide a program based upon observations, individual needs and the age and stage of development of each child;

· respect our families’ individual cultures and beliefs;

· respect our families’ right to confidentiality and privacy;

· believe families are an integral part of our centre and we encourage all families to be involved in our programs;

· aim to offer a wide range of skills, experience and knowledge;

· believe through positive interactions children gain self confidence;

· aim to support and encourage all children to be independent.

Accident / Emergency
In the event of an accident or illness at the Centre, parents or emergency contacts will be advised.  Medical attention will be sought if necessary with the cost being met by parents/guardians.

The Director and majority of staff hold first aid certificates.  Any accidents will be reported through an “Accident Report Form”, which you will be required to sign to acknowledge the accident/illness.  Staff will bring minor accidents to your attention when you collect your child.  Obviously, any major accidents will be addressed with the parents/guardians immediately.

Accreditation
Our Centre participates in the Commonwealth Quality Improvement and Accreditation System. The system focuses on the standard of care and education that actually exists in every Australian long day care centre. Each Centre is rated on 7 quality areas;

1. Staff relationships with children and peers
2. Partnerships with families
3. Programming and evaluation
4. Children’s experiences and learning
5. Protective care and safety
6. Health, nutrition and well being
7. Managing to support quality

Kingston Child Care Centre has achieved the highest standards of accreditation.  The Centre is due for reassessment early 2009. If you would like to know more about this system, please see someone in the office. Documentation on each area is available, and parent feed back warmly received.
Administration of Medication

If your child needs medication at the Centre, we require that:

1. Medication is provided in its original container with its original label and child’s name.

2. Medication must be given to staff for safe storage.

3. Parents must complete the details on the “Medication Authority Form”.

4. Parents must collect medication from the staff at the end of the day.

5. Parents must sign the medication form when collecting their child to acknowledge that the medication was given.

Under no circumstances will any medication be administered to a child unless the “Medication Authority Form” has been completed and all information is complete and current.

BEHAVIOUR MANAGEMENT
Behaviour guidance techniques are used by Centre staff based upon positive reinforcement, positive role modelling by adults and intervention and re-direction.  We aim to foster socially acceptable behaviour and encourage children to take responsibility for their own actions.

Staff are not permitted to use corporal punishment of any kind, nor are they permitted to shout at or humiliate a child.  Our programs aim to provide a safe, happy and secure environment where each individual is respected.

The Centre is a “war toy free zone”.  This means that children are unable to bring to the Centre toys such as guns (of any sort), swords and knives.

Refer: Behaviour Management Policy, 2-3 year olds and 3-5 year olds in Policy Handbook.

BOOKINGS AND Charges
The Commonwealth Quality Improvement and Accreditation Council has accredited the Centre. As well as assuring high quality care this accreditation allows parents to have access to Commonwealth Child Care Benefit.  The Centre is licensed to accept 77 children at anyone time.  The staff / child ratio adopted at the Centre is;

· 0-3 years
1 carer per 5 children

· 3-5 years
1 carer per 10 children

Our Room ages and ratios are: 


 Babies:       
6 Weeks – 2 years

Ratio:
1:5


 Possums:   
18 Months – 2 ½ Years
Ratio:
1:5


 Wallabies: 
2 ½ Years – 3 ½ Years

Ratio: 1:7

 Cabins:     
3 ½ Years – 5 Years

Ratio: 1:10

Child Care Benefit claims are processed by Centrelink.  Combined family income is assessed and the Centre is advised of the percentage of the related fee to charge. We have gap fees that must be paid by everybody fortnightly.  Further credit is not available.

Parents are informed of the cost of child care fees on application for placement of a child and when fees are amended.  The Management Committee will attempt to give parents at least four weeks notice of pending fee changes.

Bookings can be made on a  daily or weekly basis when places are available.  Listed below are the Centres fees, before any benefit is applied.  Please speak to the Centre’s Director to discuss your individual circumstances.

Any issues regarding your Child Care Benefit should be directed to the Family Assistance Office on 136150 between the hours of 8am and 8 pm.  Please quote the Kingston Child Care Centre’s service ID number 555 002 436 S, when making inquiries with the FAO.

A “Sun Protection Fee” of $3 per child per year is applied to all enrolments in November each year.

	
	Defined times
	Cost

	Morning session
	7.15am – 12.30pm
	$35.00

	Afternoon session
	1.00pm – 6.15pm
	$33.00

	Full day
	7.15am – 6.15pm
	$56.50

	Full-time
	Monday to Friday

7.15am – 6.15pm
	$282.50


Conditions;

· There is a 85% cancellation charge when a booking is cancelled for non attendance due to illness, holiday or for work related absences, to a limit of 30 days per financial year.

· If children do not attend on a booked day and the Centre is not notified in advance or on the day of the absence FULL fees will be charged.

· If a Public Holiday falls on a booked day a 85% holding fee will be charged.

· Permanent cancellations must be notified to the Director at least two weeks prior to the child leaving the Centre.  Failure to advise of permanent cancellation may result in a penalty of a maximum of 2 weeks fees.
· A $50 bond is payable on lodgement of your enrolment form.  This bond is refundable after three continuous months of care at the Centre.
HOLIDAYS / ALLOWABLE ABSENCES

As determined by the Federal Government, Child Care Benefit will only be paid on cancelled bookings to a limit of 30 days per financial year. Any absences over 30 days will be charged at full fees. The centre needs to be notified prior to the expected start time of your child’s booking. All absences need to be signed for by law for the family to receive child care benefit.
Our licensing guidelines require that we adhere strictly to staffing ratios. It is imperative that you collect your child on time unless you have informed centre staff that you will be late. A late fee of $10.00 for every ten minutes (or part thereof) will be charged if staff are detained by parents who are late collecting children after any session.

· am session (after 12.30pm)

· pm session and full day (after 6.15pm)

When a child is left after closing time, for a period of longer than 45 minutes after closing time, a child may be considered as being ‘abandoned’ if a parent has not contacted the Centre to make other arrangements for the child, or notified staff that they are on their way. Staff will contact the outside work hours Duty Officer with the Department of Community Services  and Health, who will advise on further action to be taken.
It is a legal requirement that you sign your child in and out everyday and that staff are made aware of your child’s arrival.  These sheets are located in each room, and are referred to in case of an emergency or fire evacuation and are also required for accounting purposes. Again, if your child is not signed in and out, child care benefit can not be deducted.
CommunicationS with staff
A “Communication Book/Diary” is located in each room next to the sign in/sign out sheets.  This book is designed for parents to leave messages at their leisure for carers.  However please take a few minutes to talk to staff in you child’s room about your child’s day.  Please feel free to contact the Centre at anytime during the day to check on your child.

Located in each room are “Feedback Forms” which are provided for you to fill in to give the Centre feedback about the care we are providing.  They can be placed in the lock box located on the front desk and can be anonymous if you choose.

If a more detailed review is required, please feel free to make a time to discuss your child’s development or any other issues with the carers.

Daily Records Sheet
The Daily Record Sheets are located in each room (please ask a carer to identify their location).  There is space provided for both staff and parents to write.  The sheet contains information on your child’s day – sleep times, meal times etc.

Excursions
For non-routine excursions which require bus travel, we seek special parental permission and information, an additional charge may apply.  The children enjoy trips to concerts and performances by visiting artists.

Facilities
Children are cared for in four different rooms depending on their age.

Koalas and Wombats are children under two years.  Their room is situated at the front of the building. Children are cared for by staff who have had a long association with Kingston Child Care Centre.  They are nurtured in a warm, safe environment and are offered the opportunity to grow and develop with the support of caring adults.

Possums are children aged two to three years. Their room is situated in the centre of the building. These busy people are guided, stimulated and challenged by an enthusiastic team of carers.  They are offered lots of opportunities for exploration and experimentation while learning many new physical, social and intellectual skills.

Wallabies and Kangaroos are children over three years and pre-kinder.  The Wallabies have a room at the rear of the building that opens onto a courtyard and the Kangaroos are located in “The Cabins” at the top of the garden.  These children are more independent and able to be engaged in activities for longer periods of time, and are encouraged to explore and experiment, to build friendships and to have a greater role in the decision making within the room.

Playground

We are very fortunate to have a huge play area on several levels. This area incorporates two sandpits, some fixed equipment, lots of trees and bushes, pathways and play spaces.

We are very fortunate to have such a wonderful natural environment.

General CONTACT Information
Address:
46 Beach Road
Kingston Beach
Tasmania 7050

Phone: 


6229 6070
Fax: 


6227 1368

Email: 


kchild@netspace.net.au

Hours Of operation
Payment for Public Holidays with be 85 % of the fee. 

Monday to Friday: 

7.15 am – 6.15 pm

The Centre is open all year except for the public holidays listed:

New Years Day, Australia Day, Regatta Day, March Long Weekend, Good Friday, Easter Monday, Anzac Day, Queens Birthday, Hobart Show Day, Christmas Day, Boxing Day.

The Centre is closed between Christmas and New Year. No fees are charged over this period.
ILlness
A child with the following contagious diseases must not be brought to the Centre. (Refer to Policy and Procedures Handbook).

• Chicken pox

• Conjunctivitis

• Diarrhoea

• Impetigo (school sores)

• Measles

• Mumps

• Ringworm, scabies, live lice in hair
• Rubella

• Whooping cough

Children are to be excluded until the infection has passed and they have fully recovered. In the case of head lice, children are excluded until appropriate treatment has been taken and there are no live animals present. If staff suspect a contagious illness, a doctor’s clearance will be required to return to care.

If a child becomes unwell at the Centre, parents / guardians or the authorised emergency person will be contacted to collect the child.

Immunisation
Legislation requires that parents enrolling children at the Centre must provide written evidence of immunisation status.  A photocopy of the immunisation record will be kept on file at the Centre.  Please provide details of any new immunisations after enrolment.  If the immunisation record is unavailable then a statutory declaration must be provided indicating immunisation status.  Conscientious objectors must also sign a statutory declaration.

Parents are responsible for updating their child’s immunisation record.  Please review your child’s records with the Centre Director as you update your child’s immunisations.

Kitchen
In the Centre’s kitchen, our cook prepares meals and snacks which are varied and nutritious.  We ensure that children receive 50% of their recommended daily intake in all food groups while in care.  All staff are required to hold a Food Safe certificate with the Environmental Heath Department at the Kingborough Council.  

We are happy to cater for individual needs and take into account any allergies or dietary requirements when preparing meals and snacks. The cost of meals is incorporated in the fee (excluding afternoon session). There is no reduction in the fee if parents choose to provide their own food.

Management Committee
The Kingston Child Care Centre is run by a Management Committee formed by a group of parents, who devote their time voluntarily to the operation and success of the Centre.  The Committee meets on a monthly basis and new parents are always welcome.  The Annual General Meeting is held in September each year.

The members of the current (2008) Management Committee are;

President:

Melissa Armstrong  
Vice President:

Katrena Stephenson 

Secretary:

Kate Brown
Treasurer:

Fiona Madigan 
Public Officer:

Jenifer Dumas 
Committee:

Matt Dalziel




Malini Subbaralyu 

Anita Leonard
Scott Morrison

Newsletters
The newsletter is placed in your family’s file located in the front office every month, together with your fortnightly fee statement.

Parent Information Notice Boards and resources
Within each room there is a notice board that displays room limits, goals and programs.  Located in the front office are two further notice boards, one containing staff photos and the other with displays and QAIS (Quality Improvement and Accreditation System).  Please feel free to peruse at your leisure.  We encourage and value parents involvement and feedback in our programs, so please feel free to discuss any aspect with the staff in your child’s room.

Parent Information and Resources are located in the “Parent Filing Cabinet” in the front office.  The file contains information ranging from toilet training, biting, nutrition and behaviour guidance.  Please feel free to help yourself or ask a staff member for assistance.  If we don’t have it – we will endeavour to get it!
Parent Grievances
We believe that families are an integral part of our Centre, and we aim to create an environment that fosters harmonious partnerships between parents, staff and the Management Committee.

Parents are encouraged to come and discuss any concerns regarding their child’s care, actions of a staff member or the Management Committee with the Centre’s Director.  All discussions remain confidential and parents have the option of remaining anonymous in providing written information.  For additional information on Parent Grievances, please refer to the Policy Handbook.
Payments
It is the policy of the Kingston Child Care Centre that fees must be settled fortnightly.  Failure to settle within the terms of the “Fee Accrual Agreement” may result in your bookings at the Centre being suspended.  

Policy and Procedures Handbook
The Policy and Procedures Handbook is located in the front office.  A copy of each policy and procedure is available on request.  The handbook is constantly under review and updated in order to provide a high quality service.

To ensure that we achieve our goals and objectives, we invite parents to assist with reviewing our policies.  We greatly value parents’ input, insight and experience.

SPECIAL OCCASIONS
If you would like to celebrate your child’s birthday or any other special occasion while they are at the Centre, you may supply a plain iced cake or individual cup cakes for your child to share with the other children and the staff in their room – at morning or afternoon tea time.

We ask that you do not provide lollies, chips, chocolate, fizzy drinks or cake with nuts, marzipan icing or cream.  For further information, please refer to our special occasion policy in the “Policy and Procedure Handbook” located in the front office.

Sun Safe and Weather Policy
Due to the high incidence of skin cancer in our community, the Kingston Child Care Centre has developed a sun safe policy to ensure that all children and staff attending the Centre are adequately protected from the suns harmful UV rays.  This policy is implemented throughout the year, particularly from September through to April.  A copy of the full sun safe policy is available from the office.

Sunhats will be provided for those children who “forget” their own and sunscreen is supplied and applied before children venture outdoors.  The cost of the hats / sunscreen is covered by the “Sun Protection Fee”.  The sun hats remain the property of the Kingston Child Care Centre.

Parents must give their consent to apply sunscreen to their children.  Some children may have a reaction to particular creams and if this is the case, we request that you provide your own sunscreen.

To ensure that your child is dressed appropriately for outdoor play we ask that you provide an appropriate hat and coat in winter and light clothes that cover skin in summer.  Refer:  Weather protection policy.

Visitors Book
All visitors (except parents / guardians dropping off / picking up children) to the Centre must sign the visitors book.  This is located on the front desk.

TOYS
Please name any comforter articles that your child may bring and please leave all other toys at home.  The Centre has a variety of toys for children to play with during their day.  For further information please refer to the “Toy policy” (included in this package).
The Centre is a “war toy free zone”.  This means that children are unable to bring to the Centre toys such as guns of any sort, swords and knives.
Working Bees
As your would appreciate, the Centre needs regular maintenance in order for the building and grounds to remain in good condition.  The Management Committee holds regular working bees of parents and friends of the Centre to assist with the cleaning of windows, trimming of trees etc.  The working bees are great “social days” and allow parents to get to know each other in relaxing and fun environment as well as achieving the “maintenance goals” for the day.

General Information

Kingston Child Care Centre is a community child care service providing the following programs for our local communities:


15 Babies  


6 weeks – 18 months


20 Toddlers    


18 months – 2 ½ years


42 Pre-schoolers   

2 ½ years + 

Our address is:





46 Beach Road





Kingston Tasmania 7050

Email:



kchild@netspace.net.au

Phone:
(7.15am – 6.15pm)       03) 62 29 60 70

Website:


www.kccc.asn.au

Registering with the Family Assistance Office for Child Care Benefit (CCB)

To claim CCB, families will need to register for all child care services they use. The Centres service codes are as follows:

Kingston Child Care Centre
555 002 436 S

You can register by phoning the FAO on 136150 between the hours of 8am and 8 pm.

Child Care Benefit is available to families to help with the cost of child care fees. 

You must sign for all booked sessions/ days to receive your ccb reduction.
It is important that you notify the Centre if you have any other children attending approved child care services/ family day care so that we can issue the correct child care rate to your account

Please check your account on issue to ensure that there are no discrepancies.
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