St Paul’s Lutheran
Kindergarten

St Paul’s Lutheran kindergarten aims to provide
each child with a stimulating and challenging
environment in which to grow and learn. The
provision of an open learning environment and an
exploratory, creative program enhances each
child’s individuality and enables them to develop
to their full potential.
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Our philosophy is built around our
core beliefs
At St Paul’s Lutheran Kindergarten we believe in…
Partnerships

Community

A successful learning

In involving the centre in the

environment is created through

community, recognising the local

the formation of positive

area and events and inviting

relationships between
educators, children and their
families.
Environments
In providing a positive and
nurturing environment for all
children which caters to the
whole child, fosters an inclusive
approach, values diversity and
views children as active,
competent and capable
learners.
Active learning
Children learn through active
exploration and through their
interactions with their peers,
adults and their environment.

others to become involved in our
curriculum.
Team/Educator Culture
In a team approach, where
educators are respected as
individuals and work in a
supportive collaborative
environment which encourages
and supports professional
development and reflective
practice.
Sustainability
To embed sustainable practices
into our service including in our
daily routine and curriculum for
children, families and the
community. This supports
children to be actively involved
in respecting and learning about
the environment.
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Family Grouping
Family grouping is the name given in an education and care setting
to groups of children of mixed ages, and is so named as it closely
resembles that of a family.
Here at St Paul's Lutheran Kindergarten we endeavour to provide
an environment that is responsive to the interests and abilities of
each child, and caters for different learning capacities, most
effectively supports the way children learn and develop.
Therefore we believe that the Family Grouping structure provides
the most appropriate setting to foster all areas of a child's early
learning and development.

6

What to bring
Backpack or similar with a few changes of clothing inside and the
child’s name printed clearly on the outside.
Comfort items – often a special object from home such as a teddy
or blanket may help children adjust to their new environment
Children that need a milk bottle will need to supply the number of
bottles needed for the day. Bottles need to be given to an
educator to be put into the fridge.
Morning tea and afternoon tea and all drinks will be provided for
the children each day. Parents are asked to bring a nutritious
packed lunch and a piece of fruit to be cut up and shared for
morning tea. Parents are also asked to bring in a drink bottle that
is clearly marked with their child’s name on it.
For younger children we recommend 6 nappies per day. We
suggest a sleep nappy for children who require one for rest time.
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Daily Checklist
Ensure that you sign your child in and out of the service
using the iPad located in the foyer. Record any messages
for staff on a communication slip located at the sign in/out
area and hand it personally to a staff member.
When necessary, please complete a medication form in
conjunction with our first aid officer. Medicine cannot be
left in children’s bags. Ensure that your child has sunscreen
on for outdoor play. Ensure that a staff member has made
contact with your child before you leave the centre. Advise
staff of any relevant details –eating, sleeping, change of
usual collection time/procedures etc.
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Program
Daily Routine
The daily routine at St Paul’s Lutheran Kindergarten is flexible yet
predictable, providing security for the children as they are aware of
what is coming next. The routine provides a combination of active
and

quiet

exploration.

times,

opportunities

for

group

and

independent

Learning experiences are educator supported with

intentional teaching as well as child initiated experiences. Time is
spent both in and outdoors. Mealtimes, handwashing, toileting and a
rest & relaxation period are also important aspects of the daily
routine.
Learning Stations
“Learning stations” are used both in and outdoors at St Paul’s
Lutheran Kindergarten. These may include an art station, writing
station, construction station and manipulative station.

Learning
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stations enable children to make choices, take initiative and develop
independent learning skills.

They cater for a range of learning

styles, ages, interests and provide an opportunity for children to
work both independently and in collaboration with their peers.

Child Portfolios
A range of formal and informal techniques are used at St Paul’s
Lutheran Kindergarten to document each child’s learning and
development. Each child at the centre has an individual portfolio.
Families are encouraged to contribute to their child’s profile,
sharing information about the child and family’s experiences –
providing a link between the home and centre environments.

The Curriculum
St Paul’s Lutheran Kindergarten covers a range of integrated
learning areas, including literacy, social studies, the arts, maths and
scientific thinking which are incorporated in the indoor and outdoor
learning environments. There is a focus on exploratory, investigative
learning, Project investigations and learning experiences that are
meaningful and relevant to the child.
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Preschool and School Readiness
Program
School readiness at St Paul’s Lutheran Kindergarten starts from the
first day they enter our care, regardless of their age.
Commencing 'big school' is a major event for a child and their
family. As your child approaches school age we ensure they are
ready for this important transition by integrating a
preschool/school readiness program as part of their daily
experiences. At St Paul’s Lutheran Kindergarten, our preschool
program is led by a University qualified Early Childhood Teacher.
Along with our educators they have developed an extensive
preschool/school readiness program that ensures that the
transition to your child's school of choice will be a smooth and
happy one.
Our program encourages independent learning. We provide
experiences and activities that are driven by the interests of our
children, focusing on their skills and development and assisting
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them to achieve realistic goals.
By using the National Early Years Learning Framework it provides
us with a strong emphasis on play-based learning as play is the
best vehicle for young children's learning providing the most
appropriate stimulus for brain development. The Framework also
recognises the importance of communication and language
(including early literacy and numeracy and social and emotional
development). We aim to give the children the necessary skills to
work towards achieving these outcomes, within a stimulating and
fun environment where learning opportunities are planned using a
play based approach.
The School Readiness program incorporates pre-writing and
reading skills using the latest technological resources as well as
science experiments and maths concepts where children can learn
about the world around them as well as exploring and learning key
life skills. School readiness is multi-faceted, it isn’t just letters and
numbers although they are important. Some of the skills we
incorporate into our days at St Paul’s Lutheran Kindergarten include:
 Social and emotional skills
 Effective communication skills
 Development of self-help and independence
 A positive disposition towards learning
 Gaining confidence to try new things
 Being part of a group learning experience
Other activities your child will experience include group games
where children can take ownership and be leaders in their play.
Children are also encouraged to engage in small group experiences
that build on their capabilities and confidence, as well as with their
educators in caring for their learning environment through.
sustainability practices and caring for each other.
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The Early Years Learning
Framework & National Quality
Framework
The National Quality Framework (NQF) was officially launched by
the Australian Government in 2012 and since replaced all existing
state and territory licensing and national quality assurance
processes in early childhood education
The National Quality Standards (NQS) focuses on 7 quality areas:
1. Educational Programme and Practice (linked to the EYLF)
2. Children’s Health and Safety
3. Physical Environment
4. Staffing Arrangements
5. Relationships with Children
6. Collaborative Partnerships with Families and Communities
7. Governance and Leadership
The aim of the Early Years Learning Framework (EYLF) is to set
national benchmarks that ensure children in all care settings have
access to quality education.
The EYLF shares and supports St Paul’s Lutheran Kindergarten’s
philosophies on play based learning and a child centred curriculum
that facilitates learning through hands-on involvement and firsthand experience.
The EYLF had five learning outcomes which convey their
expectations for children’s learning from birth to school age.
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These are:
Outcome One: Children have a strong sense of identity
Outcome Two: Children are connected and contribute to their world
Outcome Three: Children have a strong sense of well being
Outcome Four: Children are confident and involved learners
Outcome Five: Children are effective communicators.

As part of this Quality Assurance process, St Paul’s Lutheran
Kindergarten educators, staff and management continuously review
and update practises and approaches to comply with benchmark
quality standards.
We welcome family input and feedback as part of this ongoing
improvement process.
The latest information about National Quality Framework can be
accessed here:

www.acecqa.gov.au
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EYLF

Standards

NQS

NQF

Regs

Best
Practice

What does the NQF look like?
 The NQF is the Australian Government’s over-arching reform
agenda.
 National Quality Standards (NQS) consists of 7 Quality Areas.
 National Regulations put the NQS and the EYLF into law for all
children’s services in Australia.
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Policy Statement
Our Policies explicitly outline the critical processes and operations
for each of our centre. St Paul’s Lutheran Kindergarten management
appreciates ongoing feedback from all stakeholders on any policy
associated with this service. At times parents and educators will be
invited to review policies through a formal feedback process.
A Parent Policy Handbook is also contained in this pack: The St
Paul’s Lutheran Kindergarten Enrolment Policy Handbook comprises
of 17 Core Policies that relate to families;
 Administration of Authorised Medication
 Delivery and Collection of Children
 Educational Program
 Enrolment
 Fees
 Grievance
 Immunisation Policy
 Infectious Diseases
 Incident, Injury, Trauma and illness
 Medical Conditions
 Partnerships with families
 Sun Protection Policy
 Providing a Child Safe Environment
 Respect for children
 Sleep, Rest and Relaxation
 Privacy and Confidentiality
 Fire Safety and Emergency Evacuation
All our policies are available in the foyer or in the office. These policies are printable on request.
Please ask the Director.
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Important Information
for Families
Settling in
Separation can be difficult for some children and families. Speak
with your Director or child’s educator if you, or your child,
experience anxiety or distress, and our educators can support you.
Tips to help your child settle include:
 Visit our centre prior to your child’s first day.


Meet our educators and get a feel for the room.

 Stay with your child and play for a little while on their first
day, or first few days, to help engage them in play.
 Bring a comforter or favourite cuddle toy, or a family photo to
help your child feel safe.
 Always say goodbye, rather than sneaking away. This helps to
develop trust.
 Follow a regular routine each time you arrive at our centre.
Your child will become familiar with the routine.
 Maintain relationships with our educators. If your child sees
you connecting with their educator, they will also feel more
connected.
 Feel free to call our centre at any time to find out how your
child is settling.
What to wear
Our programs and learning opportunities involve physical activity,
exploration, a little mess at times and serious fun. Please dress your
17

child in unrestrictive clothing that allows for comfort, is easily
removed for toileting and is appropriate for the climate. Please also
consider sun protection in the warmer months. We recommend
children wear comfortable, closed-in, non-slip shoes that can be
easily removed to assist in physical activity and also independence.
Please ensure all items are clearly labelled to minimise the risk of
misplacement
Items to leave at home
With the exception of a special comforter teddy or blanket, or
similar, we recommend keeping other toys at home. There will be
opportunities in the program, such as ‘show and share’, to bring in
and share other special things. For the safety and wellbeing of all
children, other items that must not be left in children’s bags include
medications, sharp objects, plastic bags, mobile phones or valuable
or breakable items. Where valuable items are brought into our
centre, we will not be held liable for loss or damage
Special celebrations
Our centre recognises the rich cultures of our families and
communities and will incorporate special celebrations or community
events into the program. If your family has any traditions, interests
or cultural celebrations that you wish to share with our centre,
please speak with your Director or child’s educator. Fruit or
alternative healthy snacks may be brought in to celebrate a child's
birthday as a preferred alternative to birthday cake. Please inform
the Director or child’s educators of the ingredients of anything
brought into the centre, to ensure the safety and health of children
who may suffer allergies or individual dietary needs.
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Authorised persons to collect
To ensure the safety of your child, authorised persons will be
required to enter their own details in our digital kiosk at drop off
and collection times. It is vitally important that you advise our
centre of people whom are authorised to collect your child from our
centre, and that you keep these details up to date. The enrolment
form includes a page where you can document this information. Your
child will only be allowed to leave our centre with authorised persons
as identified by you on the enrolment form or by prior notice from
you.
Our educators will check the authorised person’s details against the
information contained in the enrolment form. Any person, not known
by our educators, arriving to collect children will be asked to
produce photo identification. If an unexpected person arrives at our
centre to collect your child, you will be immediately notified to
confirm if you have authorised this.
Persons collecting your child must be over 18, unless they are the
parent. Children are not allowed to be released to older siblings,
unless they are over 18 years old and documented as authorised
persons.
Where custody orders are in place that affects the child, you must
provide current court papers to have this enforced at our centre. In
the case of a non-custodial parent arriving to collect your child, our
Director will contact the police and then notify you of the incident.
Our educators will follow the court instructions to the best of their
ability. However, our centre will not be held liable in the event of a
non-custodial person gaining access to a child.

19

Late collection
We appreciate your assistance in complying with our centre’s opening
and closing times. We are not licensed to operate outside of these
hours. We ask that you arrive at the centre with enough time, prior
to closing time, to collect your child and their belongings and
exchange information, to allow the educators to close the centre as
per our licensed operating times.
As a courtesy, it is expected that if you will be late in collecting
your child, after closing time, that you phone the centre to advise of
this. This allows educators to alleviate any anxiety in your child and
allows educators to make their own plans.
If your child is not collected by closing time, a late fee will be
applied to your account, even if the centre was notified of the
lateness. If your child is not collected by closing time, and our
centre has not been notified by you, our educators will phone you. If
you are uncontactable at this time, our educators will call authorised
persons as detailed on the enrolment form. If after 30 minutes,
your child is still not collected; our educators will notify the police.
Communications
St Paul’s Lutheran Kindergarten keeps families informed of centre
events and their child’s experiences through regular emails of:
Upcoming events, monthly newsletters, notes, Facebook updates and
our on line calendar available on our website:- splkindy.com.au
Rest and sleep
Your child will be offered the opportunity to rest and sleep
throughout the day. Individual routines will be accommodated, where
possible, and your child’s daily rest and sleep activity will be
communicated with you. Our centre believes that children sleep if
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and when they need it, so your child will not be forced to sleep, or
woken from sleep.
Comfort and support to get to sleep can be provided if requested by
you or your child. If your child does not fall asleep after resting,
they will be offered some quiet activities such as puzzles, books or
drawing.
Emergencies
It is important that you provide our centre with the contact details
of at least two people who may be contacted to collect your child in
the case of an emergency or illness, in the event that you are
uncontactable. These people may be the same as the authorised
persons or additional people.
Our educators have been trained in emergency evacuation
procedures. From time to time, evacuation drills will be practised to
familiarise the children with emergency practices. The children will
assemble at the designated meeting point and return to the building
once the roll is marked. In the event of a real emergency evacuation,
you will be notified as soon as possible. It is essential you keep us
updated of new mobile phone numbers for this reason.
Incidents
In the event your child is involved in a minor incident, educators will
comfort them, administer first aid, as appropriate, and complete an
incident form. You will be notified of the incident and asked to read
and sign the incident form on collection of your child. If the incident
involves injury to your child’s head or face or if your child is unable
to be consoled, you will be notified immediately.
In the event an incident of a more serious nature occurs, which is
beyond minor first aid, educators will call an ambulance to request
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medical attention and then notify you. Educators will complete an
incident report which you will be asked to read and sign upon your
arrival at the centre.
Where the attending medical officers deem it necessary, they will
transport your child to a hospital for treatment. If you, or another
authorised person, has not arrived at the centre by this time, your
child’s educator or Director will travel in the ambulance with your
child and remain with them at the hospital. Any serious incident must
be reported by our centre to our Regulatory Authority. If you seek
medical attention following an incident at our centre, please notify
the Director, as we are obliged to report this occurrence within a
24-hour period.
Illness and exclusion
As an important step in the control of infection, we ask that if your
child is unwell, that you keep them at home and inform the centre of
their condition and any diagnoses from a medical practitioner.
If your child becomes ill while at our centre, you will be contacted
and requested to collect them. If you are uncontactable, an
alternate authorised person will be contacted. This is to ensure your
child receives the care they need and to minimise the risk of
infection to others.
You will be contacted to collect your child under, but not limited to,
the following circumstances:
 instances of vomiting,
 diarrhoea,
 rash,
 eye discharge or any other symptom regarded as contagious
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high temperatures, not relieved by first aid measures, where
paracetamol is required

 where the child is unable to participate in usual routines and
activities, is listless or particularly out of sorts
 when the Director decides that educators are unable to
provide the care the child requires
 where a vaccine-preventable disease is diagnosed, if your child
has not been vaccinated In the interest of your child’s health
and comfort and the wellbeing of all centre users, your child
will be excluded from our centre under, but not limited to, the
following circumstances:


during the period where your child has a condition or illness
that is contagious through normal social contact. Exclusion
periods as per National Health and Medical Research Council
apply.

 where a medical practitioner has recommended they stay away
from the centre
 during the first 24-hours of being prescribed antibiotics
 within 24-48 hours of vomiting or diarrhoea » within 48-hours
of being hospitalised
 if our Director or educators suspect, on arrival, that the child
is unwell enough to attend for the day
 where a vaccine-preventable disease is diagnosed, if your child
has not been vaccinated, until the centre is deemed clear of
the illness
 where your child requires medication as part of an ongoing
medical management plan (e.g.; asthma or anaphylaxis) and the
medication is not present with the child. A child can only
attend if their medication is present.
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Children who have had a contagious illness, or suspected contagious
condition, will require a letter from a medical practitioner stating
they are fit and clear to return to the centre. If your child is absent
you will be required to confirm their absence/s on the digital kiosk
on the next day of attendance at the centre. Regular fees will be
charged for absent days.
Medication
Medication may be administered on the advice of a medical
professional. Any medication that you request to have administered
to your child, either prescribed or over the counter must be
specifically for your child. Only medication with a dispensing label
will be administered and must contain the following details:


your child’s name

 the name of the medication


the dosage and dosage instructions



the doctor or pharmacist’s name » the date issued



the expiry date

A medication authorisation form must be completed and signed by
you, or the person delivering your child to the centre, and signed on
collection of your child. Don’t forget to collect the medication as
well. This form must detail the name of the medication, when the
last dose was administered and instructions for future dose/s. The
information you provide on the medication authorisation form must
match that of the dispensing label.
Medication will not be administered under the following
circumstances:
 an incomplete and unsigned medication authorisation form
 medication without a dispensing label
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a dispensing label that is illegible

 medication past its expiry date
 medication not prescribed for your child
 if the medication has been prescribed within 24 hours » our
centre will not administer the first dose of medication (with
the exception of emergency paracetamol, see below)
Only a competent educator will administer medication and will be
witnessed by another educator to ensure accuracy of the process,
and both educators will sign the medication authorisation form. Our
educators will do their best to administer medication as instructed,
however, will not force or distress a child in order to do so.
Please hand the medication over to an educator on arrival each
morning for correct and safe storage. Medication is not to be left in
your child’s bag.
Medical conditions including asthma and anaphylaxis
If your child has an ongoing medical or health condition, which may
include, but is not limited to, asthma, allergies, anaphylaxis, epilepsy,
diabetes, heart conditions, coeliac disease, cystic fibrosis or juvenile
arthritis, it is your responsibility to disclose this on enrolment, or as
soon as the condition becomes diagnosed. Our director will issue you
with a copy of our medical conditions procedure (and asthma and/or
anaphylaxis/allergy procedures if applicable) and assist you to
complete a medical management, risk minimisation and communication
plan in conjunction with your child’s doctor. This is a document that
clearly outlines your child’s condition and health care needs, any
medications and actions to take if symptoms become present or in
the case of an emergency and how to minimise any risk to your
child’s health. With your permission, this plan will be communicated
to all educators in our centre, including any food preparation and
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service staff, so they are aware of your child’s health needs. This
may also be displayed, with your permission, in the centre so other
centre users are familiar with your child’s health needs, are aware
of any risks, triggers or symptoms and actions to take in the case of
an emergency.

Fees
Method of payment
We work with families to set up weekly or fortnightly direct debit
payments. We also have direct deposit, cash or eftpos facilities
available. Remember, if you’re entitled to the Child Care Subsidy
(CCS), a percentage of your fees will be paid direct to our centre, so
you only need to pay the balance each week/fortnight.
Fee responsibilities
To commence your child’s enrolment, you will to pay your child’s bond
(one day’s full fee for each day of attendance). Fees are charged for
every booked day, whether your child is in attendance or not. If at
any time you experience significant financial hardship, or have
trouble maintaining your fees, please speak to the Director, and
notify Centrelink. Our centre cannot operate successfully with
ongoing debt.
If your direct debit fees are dishonoured regularly, your child’s
care may be postponed or suspended. If you fall behind in child care
payments, the Director will arrange a payment plan.
The Child Care Subsidy (CCS)
Under the Child Care Package introduced on 2 July 2018, the Child
Care Subsidy (CCS) is available for eligible families.
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This is a single payment system made directly to childcare services,
which supplements the fees paid by families. The percentage of CCS
you will receive is calculated according to your estimated annual
family income, level of approved activity and type of child care. To
receive the CCS you must create or update your family account with
Centrelink (Department of Human Services) online prior to your
child’s first day of care. If you do not do this, you will pay full fees
for child care.
In order to receive your entitled CCS, you must sign your child in
and out of the centre each day at our digital kiosk, and confirm any
absent days upon return. Children are entitled to 42 absent days per
financial year. The Family Assistance Office outlines exceptions to
the 42 allowable absences in a financial year, if your child requires
more absent days. Any fees applied to your account due to late
collection of your child are not subject to CCS.
CCS and immunisation
In order to receive CCS your child must be up to date with their
immunisations according to the National Immunisation Schedule
Program. A copy of the schedule is included in your enrolment pack.
Your Director will take a copy of your child’s immunisation history
status letter for our records. For any subsequent vaccinations your
child receives, please inform your Director.
Changes to bookings and cancellation
For any changes in bookings, a minimum of two weeks' notice is
required. If two weeks' notice is not given, regular fees will be
applied. If you wish to cancel your child's booking, two weeks' notice
is also required. Your child must attend on their last day, or days, in
order for CCS to be received. If you do not give notice of your
child’s cancellation, four weeks’ full fees will be charged to you. The
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balance may be taken from any refunds owed to you or given to a
debt collection agency.
Grievances
Our Director and educators hope to create a trusting relationship
with you in which we all feel comfortable to share questions or
concerns. Misunderstandings can occur when issues are not
communicated effectively. If you have a grievance, we recommend
addressing your child’s educator first, or the Director, depending on
the nature of the grievance. If a mutually acceptable outcome has
not been reached, your grievance can be escalated to our
management.
If further assistance is required to resolve a problem, the NSW
Regulatory Authority: NSW Early Childhood Education and Care
Directorate
www.dec.nsw.gov.au

ececd@det.nsw.edu.au

Phone: 1800 619 113
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Regulatory Authorities &
Professional Associations
and Consultants
St Paul’s Lutheran Kindergarten is a registered service provider with
Australian Children’s Education and Care Quality Authority (ACEQA)
www.acecqa.gov.au

Our Regulatory Authority is NSW Early Childhood Education and
Care Directorate
www.dec.nsw.gov.au or phone: 1800 619 113
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The Early Years
Learning Framework
for Australia
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