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Welcome/Introduction 

“Management and educators warmly welcome you and your family to our Centre!” 

Pobblebonks Early Learning is a privately owned centre with a shared vision of empowering each child 

with a strong sense of identity. Educators adopt an integrated, holistic approach to teaching and 

learning, by capturing their innate curiosity about the world we live in. We look forward to working 

with you and having the opportunity to care and educate your child/children. 

Please read this information carefully to assist you in settling your child into Pobblebonks. This 

handbook has been designed to help you understand our role as an early learning centre and to answer 

any questions you may have. If you would like more detailed information, please do not hesitate to 

consult with Margy Approved Provider, Michelle our Director and Educational Leader or our dedicated 

Educators. The Centre’s Policy Manual, Education and Care Services National Law Act 2012 and 

Regulations are available in the office for you to view at any time. 

We are approved Under the Educational and Care Services National Law Act 2012 and assessed under 

the National Quality Standards. Pobblebonks received an overall rating of Exceeding National Quality 

Standards following our Rating and Assessment visit in July 2017.

The Pobblebonks Team (Early Childhood Educators) 

Our friendly, qualified and experienced educators will strive to build positive relationships with 

children, their families and the wider community and acknowledge and respect the diversity within 

these.  Educators are required to hold a current Working with Children’s Check, First Aid Certificate 

and Early Childhood qualifications as required by National Quality Standards. We believe learning is a 

lifelong process and therefore educators will be given an opportunity to attend ongoing professional 

development training to further enhance their current knowledge and skills.   
 

Family Grouping 

Family grouping is the name given in child care to groups of children of mixed ages and is named that 

because its composition more closely resembles that of a family, than the more popular choice of 

grouping children in care and education by age.  

An important feature of a successfully grouped program is the understanding of everyday routines, as 

well as experiences or activities, are not only possible but can be beneficial for children.  Children 

develop a sense of family with their classmates. They become a “family of learners’ who support and 

care about each other. We firmly believe that the family grouped environment we have developed will 

provide an appropriate setting to foster all areas of your child's development.  We have taken great 

care in the planning and setting up of the centre, to accommodate all age groups and keep siblings 

together.  

Physical and intellectual development is also well provided for in a family group setting since each child 

is able to play and learn at their own pace. Children learn to accept and respect others' abilities and 

can themselves attempt any experience without embarrassment or a sense of failure. Older children 

are able to model appropriate play and problem solving to younger children while mastering and 

extending their own development.  
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CHILDREN’S VOICES 

 

REFLECTION 

 

 

 

Our program is grounded in the interests and strengths of the children, understandings about the multiple ways 

in which young children express themselves. We are partners in the children’s learning, listening to their voices, 

assisting as they follow their own interests and learn through play. 

 

RELATIONSHIPS 

 

We believe parents are children’s first and most influential teachers. We strive to develop and maintain 

respectful and supportive relationships with families so that we can work as collaborative partners, sharing 

knowledge, consistency and support including the home and the community. 

 

ENVIRONMENTS 

 

We view children as confident and capable learners and we endeavour to provide environments, both inside and 

outside, that enhances and expands their learning. Children are encouraged to revisit past investigations, reignite 

ideas, interests and pose new questions. Educators provide environments and experiences for children to explore 

these ideas, investigate their theories, and interact with others in play. 

 

WELLBEING 

 

We give priority to providing a secure and happy environment where children can explore, investigate and learn. 

We foster caring and nurturing relationships, with the children, ensuring consistent emotional support to assist 

children in developing the skills and to interact positively with others with empathy, care and respect. 

 

RESPECT 

 

Diversity contributes to the richness of our centre we respect the cultural differences with in our families and 

the wider community. Fostering this respect in our children and preserving each child’s sense of identity is an 

integral part of our pedagogy. 

 

QUALITY 

 

The importance of Early Childhood Education and our enthusiasm for delivering quality is reflected in our 

provision of ever developing learning through play environments.  Educators are committed to encouraging self-

help skills, self-efficacy and a positive attitude to lifelong learning. 

 

 

 

 

We work together to establish a lively culture of professional inquiry. We utilise an ongoing cycle of review 

through which we critically reflect on current practices, review outcomes and generate new ideas. This reflection 

shows us areas that can be improved and how we might enhance what is working well. 

 

SUSTAINABILITY 

 

 

We support and teach sustainable practices into our daily routines. Through our beach and bush school program 

we teach children the value of caring for our environment and our wider world. Educators extend children’s innate 

curiosity through conversations, stories and noticing the beauty of our natural world. 
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An orientation prior to care is essential. Pobblebonks Early Learning offers families an orientation 

which includes an initial tour and introduction to the centre and orientation visits. 

The Centre’s initial tour and introduction to the centre include; 

 Providing all new families with a conducted tour of the Centre which will include introductions to 

other educators, children and families at the service and discuss relevant policies and 

procedures. 

 Ensuring each family has a copy of the Enrolment Pack including the Families Information 

Handbook, Enrolment Form, Debitsuccess Form and Child Information Sheet. Giving each family 

the opportunity to have any questions answered. 

Once you have chosen placement for your child in our service, the required forms will need to be 

completed prior to your child’s first day in care. We do not hold bookings until we have received all the 

completed forms.   

Families are encouraged to visit the Centre with their child for at least three visits following the initial 

tour and introduction to the centre prior to starting their first day. Orientation visits enable families 

and children to: 

 Familiarise themselves with the Educators, other children and the environment prior to starting 

care. 

 Orientation visits will be made at a time that suits the family, we recommend children visiting on 

the day/s they will be in care. This allows the family and child/children to meet the educators 

and children who will be in on the days their child will be in care.   

 Settle into care whilst their parent/guardian is present. 

 Share information about their child and any concerns, doubts or anxieties they may have in 

regard to enrolling their child at the centre. 

Waiting list 

 
If we do not have the required days available, your child’s name will be placed on our waiting list. 

Preference is given to children already enrolled in our centre. If you no longer require your child to 

remain on our wait list please phone the centre and have their name removed from our wait list.  

Settling Your Child into Care 

All children react differently to being away from their parents. A comfort toy, a picture of the family 

or item belonging to your child to look after is a good settling technique. It is important to say goodbye 

to your child and to reassure him/her of your return. Being honest with your child builds trust between 

you both.  Please let the staff know when you are leaving, so they can settle your child. 

Some children will settle quickly while others take longer or may be distressed by group care. Our 

staff will monitor your child’s emotional needs and discuss this with you. Regular attendance also helps 

a child to settle.  

What to Bring Each Day  
 
Please clearly label all your child’s items with a permanent marker.  We discourage children from 

wearing their best clothes to care as our program has many messy activities that can permanently stain 
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clothes.  Comfortable, non-restricting clothes allow greater freedom of movement for climbing, jumping 

and so on.  Thongs and clogs can be dangerous causing accidents, so are best avoided.   

Babies – Three Years  

 At least 5 nappies are requested per session (returned if not required) 

 A spare set of clothes for your child is recommended and more if your child is toilet training 

 Freshly prepared bottles are to be clearly labelled and dated   

 Mothers are welcome to pop in to breast feed their child 

 A long sleeved shirt and centre hat during summer for sun protection 

 Wet weather gear, including gumboots, coat and a warm hat in winter 

 A nutritious packed morning tea, lunch and afternoon tea for the day 

 Any Medication – please inform staff on arrival and complete the form 

 

Three – Five Years 

 A spare change of clothes for your child is recommended,  more if your child is toilet training 

 Freshly prepared drink bottles are to be clearly labelled 

 A long sleeved shirt and centre hat during summer for sun protection 

 Wet weather gear, including gumboots, coat and a warm hat in winter 

 A nutritious packed morning tea, lunch and afternoon tea for the day 

 Any Medication – please inform staff on arrival and complete the form 

Arrival and Departure Times 

All children must be accompanied by an adult and signed in on arrival and signed out on departure; this 

is a legal requirement to claim Child Care Subsidy.   

Arrival:  On arrival at the centre please; 

 Sign each child in on the iPad 

 Meet and greet staff & share information (medicines etc.) 

 Encourage your child to place their bags in a locker, find their name to place inside the locker, 

pop their lunch box and drink in the fridge or on the shelf 

 Inform staff if you are not going to be at your usual place of work etc., and provide an 

alternative contact number 

 We encourage you to farewell your child prior to leaving 

 If you would like to check on your child’s progress throughout the day, you are most welcome to 

telephone us. 

Departure:  At departure please; 

 Sign your child out on the iPad and follow up with staff in regard to any messages 

 Come in and greet your child and Centre staff  

 Together, collect your child’s belongings 

 Please feel free to stay and discuss your child’s day 

 Please ensure your child and other siblings remain in your sight during this busy collection period 

Please note:  Only the nominated authorised persons on the child’s enrolment form will be able to 

collect your child from the centre.  If staff are unfamiliar with the person collecting a child, they have 

the right to request to see identification.  The authorised person must be aged 18 years and above. 
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Meals and Nutrition 

Pobblebonks Early Learning Centre recognises the importance of healthy eating habits and good 

nutrition.  We are committed to working in partnerships with families and there will be support and 

respect for individual cultural, family and religious preferences.  We also acknowledge and promote the 

value of healthy attitudes towards different foods and positive body image. 

Based on the National Health and Medical Research Council Guidelines, we have devised a list of food 

and drink items that are discouraged and a list of recommended items that are encouraged to promote 

healthy eating habits and good nutrition: 

The following treats are discouraged:  

 Chocolate (bars and coated biscuits)   

 Chips (samboys, shapes, pringles etc.) 

 Lollies and sweets 

 Nuts and popcorn with sugar coatings 

 2 minute noodles  

 Flavoured milk, cordial, fizzy cordial & pop-ups  

 Cereal bars and fruit sticks that are high in sugar 

 The following items are encouraged: 

 Sandwiches  

 Rice crackers and crisp bread 

 Vegetable sticks and salad 

 Fresh, dried or packaged fruit 

 Cheese and yoghurt 

 Lean meat slices, ham, beef chicken, tuna, fish patties 

 Fried rice, pasta and noodles that are low in fat 

 Water 

Families, please note: Because food and nutrition are so important, the National Regulations 2010 

specifies that we must have a food and nutrition policy.  Staff are here to support you in your 

parenting role and do not wish to dictate what you should and should not feed your child, however, 

whilst they are in care we are responsible for each child’s health and well-being and appreciate your 

cooperation and understanding in relation to the Centre’s Nutrition Policy.   

If you have any concerns or would like more information on Healthy Snacks for Children, please do not 

hesitate to ask a staff member for assistance.  We encourage you to talk to the Centre Director if you 

have any problems or would like to clarify any of the above.  

Hours of Operation 

The centre is open from 7.30 am to 6.00 pm Monday to Friday. Please phone if you have encountered 

any difficulties and are going to be later than planned. The Centre closes all Public Holidays 

Session Times & Fees  

Please note that each family is required to complete an online Child Care Subsidy assessment using your 

Centrelink online account through myGov. You should do this as soon as possible and provide your 

subsidy percentage and approved hours of care to the Centre Director who will quote your expected 

child care fees as each family will vary according to this.  

https://my.gov.au/
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A one-off Enrolment Fee includes a Pobblebonks Sun Smart Hat, which is kept and laundered at 

Pobblebonks weekly - $30 

  

6 Hour Session @ 78.00 

Monday Tuesday Wednesday Thursday Friday 

8.30am – 2.30pm 8.30am – 2.30pm 8.30am – 2.30pm 8.30am – 2.30pm 8.30am – 2.30pm 

9.00am – 3.00pm 9.00am – 3.00pm 9.00am – 3.00pm 9.00am – 3.00pm 9.00am – 3.00pm 

9.30am – 3.30pm 9.30am – 3.30pm 9.30am – 3.30pm 9.30am – 3.30pm 9.30am – 3.30pm 

 

8 Hour Session @ 89.00 

Monday Tuesday Wednesday Thursday Friday 

7.30am – 3.30pm 7.30am – 3.30pm 7.30am – 3.30pm 7.30am – 3.30pm 7.30am – 3.30pm 

8.00am – 4.00pm 8.00am – 4.00pm 8.00am – 4.00pm 8.00am – 4.00pm 8.00am – 4.00pm 

8.30am – 4.30pm 8.30am – 4.30pm 8.30am – 4.30pm 8.30am – 4.30pm 8.30am – 4.30pm 

9.00am – 5.00pm 9.00am – 5.00pm 9.00am – 5.00pm 9.00am – 5.00pm 9.00am – 5.00pm 

9.30am – 5.30pm 9.30am – 5.30pm 9.30am – 5.30pm 9.30am – 5.30pm 9.30am – 5.30pm 

 

10 Hour Session @ 98.00 

Monday Tuesday Wednesday Thursday Friday 

7.30am – 5.30pm 7.30am – 5.30pm 7.30am – 5.30pm 7.30am – 5.30pm 7.30am – 5.30pm 

8.00am – 6.00pm 8.00am – 6.00pm 8.00am – 6.00pm 8.00am – 6.00pm 8.00am – 6.00pm 

Payment of Fees 

Child care fees are to be paid fortnightly through the direct debit method called Debitsuccess. 

Debitsuccess is a leading provider of payments services in Australia. Debitsuccess accepts payments 

from all banks, building societies and credit unions. It is a convenient, secure way of making regular 

fortnightly payments and enables educators to spend more quality time with the children. A 

Debitsuccess form will be issued during an orientation appointment and will need to be completed to 

secure your booking. 

All fees are debited directly through Debitsuccess from each family’s nominated bank account on a 

Friday fortnightly basis. All fees are debited from each family on the same day. Families are required 

to have the money available in their nominated account for the scheduled payment date.  If your 

payment defaults a new payment must be organised to be processed within 2 working days or care will 

be suspended until full payment is cleared.  A dishonour fee of $14.90 will be charged by Debitsuccess. 

Statements will be sent out fortnightly. Families can request a statement at any time. 

Late Collection Fees 

A late collection fee will be charged to parents/guardians for each child not collected from the centre 

by closing time. Whenever possible, the parent/guardian should ring the centre to advise they will be 

late to collect their child. A late fee of $15 per 15 mins will be charged to any family who has not 

collected their child/children from their booked session on time.    

Overdue Fees 

If your payment defaults, a new payment must be organised to be processed within 2 working days or 

make suitable arrangements to pay. 
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Parents/Guardians with overdue fees will be encouraged by management to discuss any difficulties they 

may have in meeting payments.  

If this is not done or the agreed arrangements are not kept, the following procedure will apply: 

 After two weeks overdue a reminder phone call or a reminder in person to the parent/guardian 

advising them of their overdue fees. 

 After four weeks overdue a written reminder advising that their child/children place will be 

cancelled if the account is not paid within the week. The letter will include a reminder that 

parents/guardians are encouraged to discuss payment difficulties and make suitable 

arrangements to pay. 

 After five weeks overdue, if no arrangements to pay have been made or kept, placement will be 

cancelled and Tasmanian Collection Services will be notified and your details will be lodged. 

 

Changes to Bookings 

At Pobblebonks we require families to give the centre the following notice when changing a booking and 

the following charges will apply: 

Absent from care 

1 weeks’ notice is required if a child will be absent from care and a Half Rate will apply. The Half Rate 

is 50% of their usual child care fee. 

If less than one weeks’ notice is given or no notice is given full fees will apply. 

Please note: each family’s relevant child care subsidy will still apply if the family signs their child in as 

‘absent’ on the relevant sign in sheet for that particular session.  If the child is not signed in as ‘absent’ 

by the family, then the government will not pay the child care benefit gap and the family will be 

charged the full child care fee.   

Swapping a Booking 

To swap a booking, please notify staff as soon as possible to give you a better chance to obtain a spot. 

When a booking is swapped from one day to another within the same week, there will be no extra 

charges. Bookings cannot be swapped between children or swapped if your child is unwell. 

Sick Cancellation 

Pobblebonks requires families to contact us by 8.30am on the day of care or as soon as possible to 

notify that your child will be absent due to illness, full fees will still apply.  

 

Permanent Cancellation or Withdrawal from Care 

When a child is to be withdrawn from care or booking is permanently cancelled, the parent must 

give two weeks’ notice to cancel a permanent booking as per current centre policy.  We apologise 

for any inconvenience, this decision is necessary for the financial viability of the centre and will 

assist our Centre Director in making the necessary adjustments to staff rosters and will allow for 

vacant child care positions to be filled for those families who are on a waiting list.   
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If the child does not attend the Centre during this period, full fees are still payable. If the child 

is withdrawn without notice, full fees apply as no Childcare Subsidy will be paid to the centre. 

Notice of withdrawal will be accepted during the normal opening hours of the Centre, but will not 

be accepted during the centres two weeks close down over the Christmas period. The notice of 

withdrawal is effective from the date it is lodged with the Centre 

Please note: If your child is absent from care on the last day/s of care, Child Care Subsidy is not 

able to be paid. Parents will be billed for the full cost of care for this period. For more information 

please speak to the Centre Director. 

Change of Details 

Please notify the Centre of any changes to your child’s information.  It is important for the Centre to 

maintain up to date details at all times.  A change of details form is available at reception upon request.  

This is also relevant to any changes to your child’s ‘Authorisation to Collect’ section. 

Emergency Contacts 

The parent must provide the Centre with the names, contact numbers and addresses of at least two 

responsible persons who can collect the child in case of an emergency or illness. 

Students, visitors and relief staff 

From time to time, you will see new faces at the centre.  Relief staff, volunteers and students are 

required to have a Working with Children’s Check before participating in our daily activities and must 

adhere to our philosophy, policies and procedures whilst at the Centre.   

At no stage will a voluntary worker or student be left in charge or alone with the children. The 

Director or nominated staff member in charge will always be present to supervise children and other 

adults.  Permanent Staff are available to families to discuss their child’s day, their developmental 

progress and curriculum. 

Child Care Subsidy 

The Child Care Subsidy helps parents with children aged 0–13 work, train, study and volunteer and is 

paid directly to services. 

How does it work?  

Three things will determine a family’s level of Child Care Subsidy:  

1. Combined family income. A family’s annual adjusted taxable income determines the percentage 

of subsidy they are eligible for. 
 

2. The activity level of parents. The number of hours of subsidised care families can access is 

determined by an activity test. The higher the level of activity, the more hours of subsidised 

care families can access, up to a maximum of 100 hours per fortnight. 
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Recognised activities  

 paid work – including leave, such as 

maternity leave 

 study and training 

 unpaid work in a family business 

 looking for work 

 volunteering 

 self-employment 

 other activities on a case‑by‑case 

basis

Centre Routines 

Children like to predict what is going to happen next, therefore routines are very important to help 

children settle and feel comfortable.  The routines are built around the regular events of the day, i.e. 

arrival, morning/afternoon tea, lunch, drinks, toileting, nappy change, washing, dressing, sleeping/rest 

and departure, and take into consideration the: 

• Developmental needs of individual children 

• Climate and physical environment 

• The numbers and ages of children within the group 

• Children with special needs, and parent expectations 

A copy of the Centre’s routine is located in the front entry. 

 

Our Educational Program and Practice 

“A supportive, active learning environment encourages children’s 

engagement in learning. Active involvement in learning builds 

children’s understandings of concepts, creative thinking and 

inquiry processes that are necessary for lifelong learning.” 

(Belonging, Being and Becoming, The Early Years Learning 

Framework for Australia) 

As your child participates in everyday life, they develop interests 

and construct their own identities and understandings of the 

world. Your child’s learning is ongoing, and each child develops and 

progresses differently. Our Educators plan with each child in mind 

providing all children with equal opportunities based on the amount 

of time spent in care. Our educator’s plan, reflect and evaluate the program individually and as a team 

also working in partnership with you, your child and other professionals. 

Our program is grounded in the interests and strengths of the children and our emphasis is on the 

process, rather than the end product. We are partners in children’s learning, listening to their voices, 

assisting as they follow their own interests and learning through play.  

Experiences on offer will allow your child to express themselves, explore their identity, make 

choices, solve problems, work with others, and allow for curiosity, investigation, imagination and 

exploration of ideas and concepts through music, art, construction, role play, dance, literacy and 

numeracy. 

Our Educators respect the cultural differences within each family and the wider community and 

believe this is an integral part of our teaching. Your child’s health, safety and wellbeing are 

paramount. 

Our educational program is displayed within the room for you to view at any time. 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjo_sylkODgAhVbfn0KHTMVAU0QjRx6BAgBEAU&url=https://www.pinterest.com/carissaleber/childcare-quotes/&psig=AOvVaw1TubEC3s_WJrp4f827rIxp&ust=1551501620288385
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Portfolios 

Children’s portfolios are filled with learning stories, mind maps and observations of their time here at 

Pobblebonks. 

Your child’s individual portfolio is available for you to view. You can take the portfolio home to share 

and admire your child’s progress and return to Pobblebonks. There is a feeback form in the back of 

the book and we appreciate any ideas or suggestions. If you would like to view your child’s individual 

portfolio, please ask a staff member.  

Facebook/Instagram/Social Media/messaging/email/phone/face to face conversations 

Social Media, messaging, email, phone and face to face conversations are all means of communicating 

with families about what’s happening, what’s coming up and information about our educational program 

and how your child/children are active participants. 

Early Years Learning Framework 

The Early Years Learning Framework has been developed to assist educators in providing a high-

quality education program. The framework describes the principles, practices and outcomes to 

support and develop children’s learning from birth to five years. 

Belonging 

Experiencing belonging – knowing where and with whom you belong – is integral to human existence. 

Children belong first to a family, a cultural group, a neighbourhood and a wider community. Belonging 

acknowledges children’s interdependence with others and the basis of relationships in defining 

identities. In early childhood, and throughout life, relationships are crucial to a sense of belonging. 

Belonging is central to being and becoming in that it shapes who children are and who they can 

become. 

“You belong in your house with your family” – DONG 

Being 

Childhood is a time to be, to seek and make meaning of the world. 

Being recognises the significance of the here and now in children’s lives. It is about the present and 

them knowing themselves, building and maintaining relationships with others, engaging with life’s joys 

and complexities, and meeting challenges in everyday life. 

The early childhood years are not solely preparation for the future but also about the present. 

 

“If you want to be a mermaid you can imagine” - JAZMINE 

Becoming 

Children’s identities, knowledge, understandings, capacities, skills and relationships change during 

childhood. They are shaped by many different events and circumstances. Becoming reflects this 

process of rapid and significant change that occurs in the early years as young children learn and 

grow. It emphasises learning to participate fully and actively in society. 

 

“When you keep planting plants you become a gardener” – OLIVIA 
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Photographs 

At Pobblebonks we enjoy capturing pictures of your child/children engaging in activities, building 

relationships with friends and just those special moments. Throughout your child’s day, the educators 

will take photos of your child engaged in play on their own and with other children. These photos will 

be used for observations, program planning, the centre’s floor book, newsletter, evaluating and 

reflection. From time to time your child’s photo may be published on our Facebook and Instagram 

page.  

We will request your consent to take photos of your child in our enrolment form.  

Centre Excursions 

Excursions are seen as an important part of our Early Learning Program.  They provide an invaluable 

learning experience where children can have rich and meaningful hands-on experience in the 

community.  This encourages exploration and builds on children’s current knowledge and enhances all 

facets of early childhood development.  For more information on excursions please refer to the 

enrolment form and centre policy. 

The centre will maintain educator to child ratios at all times and will acknowledge the need for 

additional educators or volunteers during high risk experiences and will increase educator to child 

ratios. 

The centre will ensure that educator supervision of children is appropriate to the activities children 

are engaged in. We consider the characteristics and developmental ability of the children, the 

setting in which activities are taking place and the potential risks to children’s. 

Sleep and Rest Periods 

Sleep and rest times are another daily routine for the children at our Centre. Please discuss your 

child’s current sleep patterns with the educators. All children are encouraged to rest after lunch for 

at least 20 minutes. Some children will need to sleep while others will be provided with a choice of 

quiet time activities to follow on with.  

Educators will work in partnerships with families when providing for children’s individual requirements 

for comfort, sleep, rest and relaxation. We respect the child’s and family’s sociocultural background, 

their personal preferences and the routines and activities that are in place at home. Also considered 

is all children’s needs for sleep and rest. In group care there are many distractions and children’s 

sleep patterns may be different at home.  

Sleep and rest times will be regarded as a positive, pleasant experience and educators will make 

every effort to provide a relaxing, comfortable sleep environment for all children.  

Toileting 

It is important we work in partnership with parents in meeting children’s toilet training needs. 

Consistency and continuity is important for children learning to use the toilet. Please communicate 

with the staff in the room, so they can follow the routines you have in place for toilet training. 



  

 

Page 14 of 17 

Educators will discuss signs of toileting readiness with parents and work with families to develop a 

consistent approach to toilet training. We recommended, not to begin toilet training of a child until 

there are definite indications that the child is developmentally and emotionally ready. 

Families whose child is toilet training are asked to supply pullups and several changes of clothing. 

Educators will follow toileting procedures for assisting children during toilet training and dealing with 

children’s soiled clothes.  

Educators will always encourage children’s efforts to develop independence. 

Birthdays and Special Occasions 

Families are encouraged to share their culture, traditions and family celebrations with staff; these 

will be incorporated into our everyday experiences/program.  Children often love to share their 

birthdays with friends, so as part of this celebration we invite you to provide a cake mix (packet mix) 

etc, for the children to prepare together.  If you would prefer to purchase a cake, please make sure 

all the ingredients are clearly marked on the label.  

Child Immunisations 

We encourage parents to immunise their children against all diseases appropriate to the child’s age. 

The Centre is required to maintain up-to-date immunisation records for all children attending the 

Centre.  Parents are requested to supply proof of immunisation.  Please advise the centre of any up-

dated immunisations. Children who are not immunised will be excluded from care during outbreaks of 

some infectious diseases in accordance with the National Immunisation Schedule. 

Toys and Other Treasures from Home 

We have chosen a wide range of developmentally appropriate equipment and resources for the Centre 

and it would be greatly appreciated that parents explain to their children that these are for 

everyone to share and that they must not be taken home.  

Pobblebonks is open to children bringing toys in from home as this provides them with a sense of 

belonging and can often be a security to new children or company to those who sleep.  If your child 

would like to bring in a toy from home, please limit this to one toy per day, with their name clearly 

labelled.  

Children’s Behaviour 

Learning appropriate behaviour is part of your child’s emotional regulation and social development.  

We aim to create positive relationships with children making them feel safe, secure and supported 

within our Centre. Educators will ensure children are treated with respect, consistency, fairly and 

equitably as they are supported to develop the skills and knowledge required to behave in a socially 

and culturally acceptable manner. 

We believe in providing boundaries as part of a loving and secure relationship with children and 

families to help them feel secure and self-confident. Children benefit from knowing that their 

environment is stable and that a competent adult is taking care of them. Educators will involve 
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children in discussions about dealing with conflict and will encourage children to show empathy and 

assertiveness for self-protection.  

The Educators will focus on positive behaviour guidance, providing praise and encouragement, where 

appropriate. Wherever possible, problems will be prevented before they arise by using methods such 

as re-direction, setting up engaging activities indoor and outdoor environment. Educators understand 

that as children grow and develop, self-regulation becomes an important aspect of social and 

emotional development as they begin to understand how their actions affect others.  

Health and Safety  

Medication 

Medication (including prescription, over-the-counter and homeopathic medications) will not be 

administered to a child without authorisation by a parent/guardian or person with authority to 

consent to administration of medical attention to your child. 

In the case of an emergency, verbal consent will be obtained from a parent/guardian, or an 

emergency contact listed on the enrolment form, a registered medical practitioner or medical 

emergency services if the child’s parent/guardian cannot be contacted. In the case of an anaphylaxis 

or asthma emergency, medication may be administered to a child without authorisation. In this 

circumstance, the child’s parent/guardian and emergency services will be contacted as soon as 

possible. 

The medication must be administered: 

 From its original container before the expiry or use-by date; 

 In accordance with any instructions attached to the medication or provided by a registered 

medical practitioner; 

 For prescribed medications, from a container that bears the original label with the name of 

the child to whom it is prescribed; 

 A second educator will check the dosage of the medication and witness its administration; 

 Details of the administration will be recorded in a medication record and will be required to be 

signed by the parent/guardian collecting the child from care. 

Please make sure all medication is removed from your child’s bag prior to care, if your child requires 

any medication during care. Please speak to an educator to complete a medication form and have them 

locked in a medicine container out of reach of the children. 

Sun Smart 

 

Pobblebonks educators will endeavour to protect children from the sun’s harmful ray.  The Centre 

provides all children with a Pobblebonks Sun Smart Hat, which is kept at the centre and laundered 

weekly.  Sunscreen will be applied prior to being outdoors and will be reapplied during the course of 

the day if required.  

Please sign the authorisation to apply sunscreen on the enrolment form to give the staff at 

Pobblebonks permission to apply sun cream to your child, whilst in care or provide your own sunscreen 

for your child with their name clearly labelled on the bottle. 
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Allergies 

 

Pobblebonks Early Learning Centre provides care for children at risk of anaphylaxis. This child has an 

allergy to nuts airborne. Please refrain from sending your child to care with the following products: 

 Peanut butter 

 Nutella 

 Packets of nuts 

Products that state they may contain nuts are acceptable. 

Sorry for any inconvenience this may cause and we appreciate your help. 

Accidents 

Management and educators will strive to provide a safe and hygienic environment to prevent children, 

staff and visitors from risk of illness, infection, accident and injury.  

We aim to: 

 Ensure every precaution is taken to minimize injury to children,  a staff and visitors at our  

Centre 

 Ensure educators, children and visitors follow good hygiene practices to prevent the spread of 

infection 

In the event of an accident and or emergency, the priority will be to administer first aid immediately 

to the child/children involved by an educator with first aid training, if necessary the parent/guardian 

will be contacted or informed on arrival of collecting their child and/or an ambulance will be called. 

The educator who performed first aid, will record exactly what happened on the accident/injury 

report form which will need to be read and signed by certified supervisor and the parent/guardian 

collecting the child. 

Emergency Evacuations 

Here at Pobblebonks we rehearse emergency evacuation and lockdown procedures every 3 months. 

Each staff member has the opportunity to lead the rehearsal. Rehearsals are carried out on 

different days and times throughout the year. Rehearsals include management, educators, children, 

families, students and volunteers. 

 

Smoke Free Zone 

As a provider of a community facility, Pobblebonks Early Learning Centre understands its duty of 

care to members of the public, along with the rights and choices of individuals.  

It is well recognised that a smoke free environment benefits the health of those who do not smoke 

by eliminating “passive smoking” thereby reducing the risk of cancer, respiratory and cardiovascular 

disease.  Our centre has adopted a ‘Smoke Free Policy,’ in accordance with the provisions of the 

Smoke Free Environment Act 2000. 

 

Unwell Children 

The Centre is not able to care for children who are ill. If your child is showing signs of being unwell, 

or has had the following: diarrhoea, vomiting, high temperature or any infectious disease listed in the 

Staying Health in Child Care, a parent/guardian will be contacted and may need to collect their child 

from care. If you are required to collect your child from care, there may be an exclusion period 

before your child can return to care. 
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If your child has been unwell or showing signs of becoming unwell prior to care please inform an 

educator and refer to our exclusion period’s list located in the front entry or check with a staff 

member. If you would like more information on any of the above health and safety issues, please 

hesitate to ask the Director or Management. 

Building Positive Partnerships with Families  

Childhood is a period in one's life that comes only once and remains in their memories forever. It is 

the time when children can experience all the innocence of life and do not have to feel afraid of 

making mistakes. As parents, families and educators we can work together in partnership to guide 

each child’s early years and to make each child to develop a sense of belonging, are able to seek and 

make meaning of the world and to learn and grow to shape their own identities. 

Partnerships help in the timely, accurate and meaningful sharing of information that assists children 

to participate successfully in a child care setting and later schooling. Research has shown that 

effective programs for children entering a new educational context are based on the establishment 

of positive relationships between all participants in the child's education. 

Confidentiality and Privacy 

Pobblebonks protects the privacy, dignity and confidentiality of individuals by ensuring that all 

records and information about individual children, families, educators/staff and management is 

treated with discretion and kept in a secure place. Records are only accessed by or disclosed to 

authorised people who need the information, to fulfill their responsibility at the Centre, or have a 

legal right to know. 

Parent Concerns 

Our aim is to build and maintain strong relationships with families, educators, students, volunteers, 

children and visitors. To provide plenty of opportunities to communicate freely and have open and 

honest conversations among one another to express our concerns, provide suggestions and to query 

practices, in order to minimise the likelihood of complaints. 

We are here for you and your child.  We encourage parents with any concerns to bring them to the 

attention of Management immediately, so they can be dealt with promptly.   

We aim to address any concerns in an approachable and professional manner with an emphasis on 

resolving issues.  The Centre has a policy in place for the appropriate channels for expressing these 

concerns, which ensure everyone receives a fair hearing.  Should you still feel concerned after 

speaking with the Director our Managers will be available for further discussions at an arranged 

appointment.  We will make every effort to meet your needs. 

Thank you for taking the time to read this handbook. 

If you would like any further information, please do not hesitate to ask one of 

our dedicated team members at 

“Pobblebonks Early Learning Centre.” 
Kind Regards, 

Margy, Michelle and the Team 


