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Introducing Mirambeena Children’s Centre

Welcome to the Mirambeena Children’s Centre. We endeavour to ensure your child’s time with us is happy and rewarding.  This handbook sets out all the information you will need regarding our policies and procedures.  Please take the time to read it, and keep it for future reference.  If you have questions about anything in this book, the Director will be happy to answer them.

The Mirambeena Children’s Centre is a community Children’s Centre funded by the charging of fees to cover operating expenditure.  The Centre is licensed under the Child Care Act and must comply with the Act and this regulation, including, for example, with the requirements about activities, experiences and programs, numbers of staff members and children and staff members' qualifications. The Centre operates as a not for profit centre.  It was built in 1987 with a Commonwealth Government Grant and continues to provide support to University of Southern Queensland staff, students and the general community. It is managed by the Mirambeena Children’s Centre Association (Toowoomba) Inc., a non-profit organisation whose members are the parents of children enrolled at the centre. Since February 2002 the centre has been affiliated with the Creche & Kindergarten Association of Queensland (C&K).
C&K is the largest and longest established provider of community based early childhood education and childcare services in Queensland. C&K is committed to providing quality early childhood education. At C&K Children come first, not private shareholders.

Children do not learn in isolation. It is a collaborative process. Here at Mirambeena we have implemented C&K’s birth to school age curriculum, entitled Building Waterfalls throughout the centre. Building Waterfalls acknowledges the important role adults-educators and parents-other children and the physical environment play in children’s learning. Adults and children share responsibility for the learning process through interaction, negotiation and collaboration. A new, national early learning framework for children from birth to five years (Early Years Learning Framework (EYLF)Belonging, Being and Becoming)  is being implemented in 2010. We believe this is very similar to Building waterfalls where quality play based learning such as Mirambeena offers, builds success for life. An information booklet on this framework is available from the office. 
Community based child care allows parents to be involved in decisions about the type of care provided at the centre and other relevant issues.  Parents are consulted on policy formulation and changes that will impact on centre clients.  Upon accepting a placement here, parents sign forms to agree to abide by our policies. Such policies are available for perusal from the office if desired. 

Interested parents can become involved through participation on the Management Committee where decisions are made during consultation at meetings. Any formal request made to the Management Committee in writing will be considered at the next meeting.  All parents are welcome to attend these Committee meetings which are held on a monthly basis.

Our not for profit status means that all fees paid by parents go directly to providing the best possible care and employing highly qualified, professional staff.

The centre provides care for children from 3 months to school age in four groups. Staffing personnel including qualifications are displayed at the entrance to each room

Gumnuts
3 months to 2 years or older- 8 children to 2 carers

Possums
2 to 3 years or older-12 children to 2 carers


Butterflies
Pre-prep children 3.5-4.5 years




or older-22 children to 2 carers

Kookaburras
Pre-prep children 3.5 years  

.

to 4.5 years-18 children to 2 carers
Children already attending one group are automatically placed on the list to move to the next age group. Children are only able to move up to the new group when there is a vacancy in that group. Teachers adjust their programs accordingly, depending on the ages of the children.

The Program

Play forms the basis of all sound early childhood programs.  At Mirambeena, opportunities, experiences and routines are provided for the children that take into consideration each child’s developmental level and interests. Children are encouraged to select their own experiences from a range of choices, thus giving children control over their environment. “Play-based problem-solving with other children and an adult is an early learning strategy that has a crucial effect on early brain development and should be the format for children entering the school system.” 

Routines are an important part of a young child’s play but they must remain flexible enough to take into consideration each child’s particular needs at the time.

The centre provides a balance of indoor and outdoor experiences that allow children to naturally progress through their own unique stage of learning. The curriculum features child-initiated experiences that allow young minds to be continually sharpened.

The Kindergarten and Pre-prep programs employ fully qualified and registered teachers who deliver a program in keeping with the Queensland School Curriculum Council’s Preschool Curriculum Guidelines as implemented in Qld State School Preschools.

Staff members negotiate the curriculum with the children and actively seek input from parents in regards to their child’s likes, interests and events that occur in the home. Children’s interests are developed into a broad theme through which curriculum goals are achieved by introducing appropriate language (both oral and written), maths and science concepts.  For example, block play provides ample opportunities for children to experiment with the maths concepts of counting, sorting, shape, size and special awareness. With the introduction of signs for roadways, work-areas and buildings children become aware of words and their purpose. Careful planning to introduce these topics, while children are playing, provides a vibrant education which has real meaning for the child. 

Throughout the year, staff are compiling a portfolio for your child to keep at the end of the year. Parents are welcome to view this portfolio and to contribute information regarding their child at any time. A CD of photos taken during the year is also given to parents, only however, after the appropriate photo consent form has been signed. Your child’s portfolio will be either in the form of a scrapbook or in electronic form.
Being affiliated with the Creche and Kindergarten Association (C& K) ensures that Mirambeena incorporates its living and learning curriculum framework namely “Building Waterfalls” into the program.  This curriculum invites children and parents to take part in a journey; a journey that involves commitments to potentials, possibilities, aspirations and inspirations.

Parents are welcome to communicate with their child’s carers about the program including their child’s development. Formal interviews with carers are encouraged towards the end of each term should parents like to make an appointment to do so.
Hours of Operation

The centre is open from 7.00am until 6.00pm for 50 weeks of the year. The Mirambeena Children’s Centre closes for maintenance and major seasonal cleaning for two weeks over the Christmas and New Year period.  There is no charge when the centre is closed over this period. The centre is not open for gazetted public holidays. These public holidays are charged at the normal rate.

During the second week in January each year the Centre operates on an optional payment scheme. During this week a reduced staff program option is offered for those parents who choose to use it.  If parents choose to take a holiday and not use the Centre there is no charge for care. These three weeks provide parents with a period each year when fees are not charged.

Access

The centre is open to all children between the ages of 3 months and school age, subject to the availability of care. The Federal Government has provided guidelines that give priority to children whose parents are working, studying or seeking employment.  The priorities of access guidelines are as follows:

1. A child at risk of serious abuse or neglect

2. A child with disabilities

     3.
Both parents or single parent working/training
     4.   Parent/s at home
A waiting list is maintained and children are selected from the list as vacancies occur. An admin fee of $30 is payable to place children on our waiting list.
As our centre enjoys a high demand for limited places a security deposit of the equivalent of 2 weeks attendance is levied to secure your enrolment with the centre once a position has been offered to you.  This fee will be reimbursed upon leaving the centre should the account have no amount owing. No refund is payable if you modify your commencement date or subsequently cancel your enrolment.

Centre Goals

· To provide a secure nurturing environment where each child is recognised as a unique individual.

· To provide a welcoming and enriched environment where children and their families form a partnership with the staff.

· To encourage children to explore and to discover their environment, and to construct knowledge and express themselves while doing so.

· To provide many opportunities for children to interact with staff and their peers.

Philosophy

At Mirambeena, our philosophy reflects the partnership between families and staff in providing care and learning opportunities for the children of our centre.

· We aim to cultivate and nurture children’s innate sense of wonder and curiosity about the world around them. Through their play, we encourage children to ask why, to investigate, problem solve, reflect, make friends, negotiate and most of all- celebrate their uniquely special individuality.

· We draw upon aspects of life at home to cater for varying needs, cultural backgrounds and family structures.  Staff communicate with each other, parents and children to be able to work together as a team to provide the appropriate resources to meet the special needs of all children.

· We provide an environment, which is safe, supportive and caring; where the children form secure attachments with care givers.  This facilitates the development of positive self-esteem, where children learn to value their own and each other’s strengths and weaknesses. With this confidence the children are able to participate fully in the outdoor and indoor program, which aims to promote each child’s development to their full potential.

· As Mirambeena is a community-based centre, we encourage parents to play a large part in the management and decision making in order to meet the needs of the community, which we serve.  We welcome the participation of parents and other community members in our program.  We like to draw on their knowledge, skills and interests to extend the children’s awareness of the world around them.

Our Mission Statement

C&K are Queensland’s leading pre-schooling professionals. C&K’s philosophy is that every child deserves access to quality early education and care within a supportive local community.  As such C&K strives to provide a caring, fun, inspiring and educational environment for children. 

We, at Mirambeena are committed to ensuring the safety and wellbeing of children with whom our organization engages and will achieve this through our policies and practices.
Our Staff

Like any successful organisation, staff are a major ingredient for this success.  At Mirambeena we are proud of the accomplishments and formal training of our caring team and their devotion to their roles.  Highly qualified and committed staff make the difference – a difference that we value.  The centre strives for a sound mix of young and mature staff and this is aided by an exceptionally low staff turnover.  In fact many staff at the centre are able to boast caring for full families, brothers and sisters, even cousins and friends.  All this adds to the family atmosphere that our families consider an important part of their child’s experience.

Staff are also actively encouraged to participate in further education and training and in service and other professional development activities – thus ensuring our staff stay at the forefront of early childhood education.  The strong co-operation between the Centre and the C&K Early Education Consultant adds a positive influence in this area.

Our Facilities

The Centre has been designed to ensure a generous amount of outdoor, open play area to which few centres can compare. Play areas with opportunity to run about are vital to a child’s physical coordination skills and creative play development.  The outdoor area consists of varied play opportunities including a grassed area, a large covered sand pit (plus one especially for our babies and another for the toddlers), a generous area of soft fall, a much adored digging patch, play mounds, tree logs, swings and play equipment.  Our semi rural location contributes positively to the atmosphere of the Centre. Ducks, sheep and other birds are part of our rural outlook.
Indoor time offers enriched creative experiences where children have the opportunity to create with numerous and varied mediums. Accessing multicultural play equipment from Garndoo Jarowair as well as the Kath Dickson Toy library provide additional equipment to our already rich indoor resources. We are also fortunate in that staff frequently access materials through the Cobb & Co museum. Such items cover a wide area of interest.
Our Meals

The Centre provides wholesome home-style meals for morning tea, lunch and afternoon tea.  Children’s tastebuds are tantalised by a refreshing array of freshly prepared fruits, muffins and slices.  Recognising that busy parents don’t always have time to prepare hot home cooked meals each and every night, our lunches consist of nutritious hot cooked meals and freshly made sandwiches and are prepared in such a way so as to meet all five food groups.  The menu offers a diverse range of cultural cuisines and special diets can also be accommodated.  In addition young babies also enjoy freshly prepared vegetable medleys, yoghurts and the like.  Daily menus are displayed in each room, dining room and the foyer.  
Nutrition and variety are a consideration together with providing children with a wide range of tastes and textures in a structured yet inviting eating atmosphere where table manners are observed. We are a nut and fish free centre.
Whilst we have a dining room, at times informal meals are held on rugs in the form of a picnic either outdoors or inside. Afternoon teas are prepared for children in attendance at that time.

Birthday Celebrations

We celebrate each child’s birthday with the group of children, on the day they attend the Centre that is nearest to the actual birthday date.

The centre will provide a birthday cake and the children join in singing ‘Happy Birthday’.

Some parents like to provide birthday ‘goodies’ on their child’s birthday, this is a lovely thought, however this can cause problems for those children who are on special diets and feel left out when they cannot share the party food.  The ‘birthday child’ feels special with our low-key celebrations and can enjoy the party food etc. when celebrating at home.

Fees

Mirambeena operates under an “all inclusive” fee structure.  Our fees cover meals, sunscreen, bed linen and hats. No extra charges will apply except for special excursions, nappies and baby formula powder. Fees are to be paid in advance. 
Our current fee schedule is enclosed as a loose-leaf schedule for your information.
Payment of Fees

Fees are payable on the invoice placed in parent pockets fortnightly, and are payable for all booked times whether the child attends or not.  This includes regularly booked days that fall on public holidays. No fees will be charged when the Centre is closed over the Christmas period.

Please pay your fees by Direct Debit or Electronic Funds Transfer.  No cash or cheques please.  We have no facilities for credit card or EFTPOS.  The Centre’s banking details can be found on the inside cover of this Parent Handbook.  For U.S.Q. staff members a salary deduction can be arranged.  Your child’s place may be forfeited if your fees are more than two weeks in arrears.

The receipt of Child Care Benefit is dependent on your signing the Attendance Sheets in the room on arrival and departure and also signing off absences on return.

At the beginning of your enrolment a security deposit of 2 weeks attendance will be charged and held until you leave the centre or cancel your enrolment with us. Two weeks written notice is required to cancel a booking.

Child Care Benefit

It is your responsibility to notify Centrelink that your child is about to start at Mirambeena. You will need to give them our Customer Reference Number (CRN) which is located on the first page of this booklet.

Child Care Benefit (CCB) is available to all parents who receive Family Allowance.  Child Care Benefit is calculated on parents’ combined gross taxable income and is represented as a percentage.

Child Care Benefit can only be claimed as a percentage of an hourly figure established by the Commonwealth Government. (Currently $3.60 per hour).
 The gap between this ceiling and the fee is to be met solely from parents. Rules relating to claiming Child Care Benefit can change regularly. Please consult the Centre Director or other authorised information officer to obtain current information.

To receive this CCB it is necessary for families to provide the child’s and parent’s CRN from Centrelink as well as the child’s and parent’s Dates of Birth. 
Delivery and Collection of Children

All children must be delivered to, and collected from, the Centre by an adult.  The attendance sheet in each child’s room MUST be signed each day. 
This ATTENDANCE RECORD is used to ensure all children are evacuated during a fire drill or in an emergency. Failure to sign “IN” could place your child in DANGER during and emergency and failure to sign “OUT” could result in staff or fire officers re-entering a burning building to locate a missing child and needlessly placing their lives at risk.
The signature on the attendance record sheets is required to enable us to claim CCB on your behalf and the phone number is the contact number the staff members will have with them in the event of an emergency occurring.

When you deliver or collect your child, please ensure that the staff members on duty are aware of your arrival or departure.  This is an important time to share information about your child.

It is important that once your child is signed in that you assist him/her with the application of sunscreen then the washing of hands. Germs can spread between home and the centre very easily and washing of hands upon arrival and immediately prior to departure can assist in the prevention of disease and infection.
Late Fee
Collecting a child after 6pm will attract a late fee of $20 per each ten minute interval, or part thereof, past 6pm. This is to cover the additional staffing cost of two staff members as required under the Childcare Regulations.

Health

To maintain the health of the children at the Centre, staff and parents must work together to maintain the highest hygiene standards.

Children suffering from heavy colds or infections must stay at home, to avoid the risk to other children. Children on antibiotics need to stay at home for at least 24 hours from the time of the initial dose. 

If your child becomes ill, or is injured while at the Centre, staff will endeavour to contact you immediately.  If a parent is not available staff will then try to contact the person/s nominated by you on your enrolment form. Medical assistance will be sought if deemed necessary by the Centre Director.

It is a policy of the Centre that a Medical Treatment Order Certificate must accompany all medications requiring administration by the staff members at the Centre. Copies of these forms are available in your child’s room or from the office.

Staff members at the Centre will not administer unprescribed medication.

Accidents

Although every care is taken to prevent accidents, they do occur. All staff at Mirambeena have obtained their first aid certificates. When an accident occurs staff must fill out details on the appropriate form which requires parents’ signature to indicate that they are aware of the accident. Staff may call parents should they feel concern for the child’s safety and wellbeing. 

Parents are required to inform the Centre of any change of address or telephone number. This is necessary to allow the Centre to contact you in the event of an emergency. Forms for these changes are available in the foyer.

Illness and Medication Policy

It is vital the Centre maintains, as far as possible, an atmosphere free from contagious illnesses and infections.  We must therefore ensure that no child showing symptoms of heavy colds or other infectious or contagious illnesses including vomiting and diarrhoea, which may affect the health of other children or staff, attend the Centre.  The child must remain absent for the period specified by the Health Department, doctor or Infectious Diseases chart (detailed below) and/or 24 hours since the last vomit or loose bowel motion.

Children who are unwell do not cope well with a day at the Centre, often they just want to be quiet and with their Mum, Dad or special Aunt, Grandparent etc.  It is wise to have a plan of what to do when your child is sick or unable to attend the Centre. Most children will be sick, at some stage, during the time they usually attend the Centre.

The staff members have the right to send home any child whom they consider is unwell.

It is our policy that all parents and children wash their hands upon arrival at the centre and also before leaving the centre as well. This way germs are not as likely to be introduced to the centre and less likely to be spread at home too.

Minimum Exclusion Periods from Centres for Infectious Diseases, Cases and Contacts
Detailed with this handbook is a listing of childhood diseases and conditions.  They have been included to serve as a guide to parents about the required exclusion and treatments that are required.  From time to time the information and advice on which this guide is based may change.

The following information has been derived from “Staying Healthy in Child Care” Fourth Edition (National Health and Medical Research Council, AGPS, December 2005):

Head Lice Policy

Mirambeena has a whole of centre pro-active approach to head lice. Workplace, Health and Safety obligations to our children, families and our staff have been a major focus in the development of this procedure. 

Introduction

The occurrence of head lice is the most common insect infestation in humans throughout the world. It can affect people of any age, nationality, gender or socio economic status. It is a health and educational issue and the way it is approached can have a significant influence on a child’s emotional, social and educational development.

Parents have the prime responsibility for the detection and treatment of head lice on their children. The aim of this policy is to educate and to contain the spread of head lice at Mirambeena.
 (Please note that any reference to “parent” also includes persons with legal responsibility for the child.)

Guidelines

Expectations of Parents

It is the parents’ responsibility to ensure that their children do not attend   Mirambeena Children’s Centre with untreated or live head lice. To achieve this it is expected that parents will:

1. Regularly inspect their child’s scalp and hair to detect the presence of lice or lice eggs.

2. Regularly inspect all household members and treat them if required.

3. Notify the centre if their child is affected.

4. If their child has head lice, not send their child to the centre until the day after treatment has commenced and no live lice nor eggs are found. 
5. Return the completed  ‘Action taken at home’ slip to the centre which parents are obliged to fill in and sign indicating they have checked and where necessary treated their child’s hair.

If treatment has not commenced the child will be excluded and parents contacted to take the child home.

Children can only return to the Centre once the child has been treated and the ‘Action taken at home slip’ is filled in, returned to the teacher and no live head lice nor eggs are present.
Expectations of Mirambeena Children’s Centre

Mirambeena  Children’s Centre has the responsibility for minimising the risk of the spreading of head lice to the centre’s community ie: all children enrolled and staff. 
To help control head lice, through the leadership of the Director, Mirambeena Children’s Centre will:

1. Facilitate a whole-of-centre approach to the management of head lice based on the Head Lice in Primary Schools Kit. (Education Qld)

2. At enrolment distribute the centre’s procedures and information on the prevention, detection and treatment of head lice to parents. Included in the package is a standard agreement for parents to sign  allowing staff to physically check for head lice and to treat if need be with the conditioning treatment as outlined in Staying Healthy in Child Care.

3. Instruct staff to inform the Director immediately of head lice outbreaks.

4. The centre to contact the parents immediately to collect their child and the parent can begin treatment.

5. If the parent can not collect their child immediately, the parent is advised the emergency contact will be notified or, the staff will treat the child’s hair with the conditioning treatment for a fee. The fee is to cover the wages of a relief person to treat the child’s hair. The centre will ensure that the rights and privacy of the child are respected.

6. Implement programs that minimise head to head contact during outbreaks of head lice.

7. Support and encourage parents through practical advice.

8. Remind parents not to send children with head lice to the centre until the day after treatment has commenced and no live lice nor eggs are found.

9. Utilise form letters to alert all families that head lice have been found at the centre that has an ‘Action taken at Home’ tear off slip attached.

10. Ensure ‘Action taken at home’ slips are returned.

11. At all times ensure the child’s dignity and right to privacy are preserved and the matter is handled in a manner which will not embarrass the child or cause the child any unreasonable distress.

Sources: 
Education Queensland HLS-PR-011: The Control of Head Lice

http://education.qld.gov.au/strategic/eppr/health/hlspr011/

Dept of Education Training, Student Services (Principal Advisor, Nick) 
Tel 07 3234 1604

C&K Head Office 1800 177 092

Sun Safety Policy

When outside, all children and adults will wear a hat and sunscreen. A 30+SPF sun-

screen (Coles brand) is provided by the Centre for this purpose.  The children will be encouraged to play in the shade between the hours of 10am to 3pm when the UV index is 8 or above. 

Parents and staff members have a shared responsibility in protecting children from exposure to U.V.R. (ultraviolet radiation) from the sun.

Responsibilities of parents- 

· Parents are requested and encouraged to apply sun screen to their children’s exposed skin each day on arrival or prior to attending the Centre.

· A pro forma must be signed in the instance of a parent not wishing the staff to apply sun screen to their child.

· If parents are providing a hat for their child to wear, a legionnaire or broad brimmed hat that protects the face, eyes, neck, ears and crown of the head is essential.  This hat must be clearly marked with the child’s name.
· Parents are requested to dress children in clothing that will provide adequate protection from the sun.

Immunisation Policy

Parents are required to provide particulars of their child’s immunisation on enrolment and to keep these records updated. While the Centre encourages parents to immunise their children against communicable diseases, children who are not immunised are able to attend the centre unless there is an outbreak of a particular disease (refer to exclusion list). 

If an outbreak of a particular disease (such as measles, mumps, etc) occurs unimmunised children, or children whose immunisation status is not known, will be excluded from the Centre for the protection of other children who are attending the Centre, until the outbreak has ceased.  Full fees are payable during this period.

Paracetamol

Parents will be requested to sign a permission form on enrolment giving permission for staff to administer ONE DOSE ONLY of paracetamol to their child in the event of their child’s temperature reaching in excess of 38 degrees C. These are the only circumstances when staff are permitted to administer paracetamol.

In each case staff will endeavour to contact a parent by phone to advise them that the child is unwell and request that the child be taken home or seek medical attention. A  written ‘Medication Form’ will be available to be signed when the child is collected. 

The Centre keeps Panadol brand liquid, which is sugar, and colour free.  If your child cannot take this particular brand please supply a small bottle (clearly named) of the paracetamol your child can take.

The paracetamol will be administered according to the manufacturer’s instructions only, and will be administered by the group leader with another staff member present to witness.

THESE ARE THE ONLY CIRCUMSTANCES WHEN STAFF ARE ABLE TO ADMINISTER PARACETAMOL.

ON NO ACCOUNT WILL THE STAFF ADMINISTER MORE THAN ONE DOSE PER DAY. 

PARENTS MUST ADVISE STAFF MEMBERS IF PARACETAMOL (OR SIMILAR PRODUCT). HAS BEEN ADMINISTERED TO A CHILD BEFORE THE CHILD ARRIVES AT THE CENTRE
Parent Participation

A voluntary parent roster operates in Mirambeena. Parents are asked to add their names to the rosters in each room whenever they wish to spend the morning helping at the Centre. Parents are welcome at the Centre at any time you have a chance to drop in, not only when you are on roster. Your child will benefit from your participation in the program, even if it is for a short time at the beginning or the end of the day.

We also hold functions throughout the year generally in the evenings and at weekends to allow families to become more a part of the child’s experience at our Centre and to meet with other parents.

Parents are also requested to attend one or two working bees held throughout the year. A small group of parents helps to maintain the Centre and the equipment. This is a good opportunity to meet other parents and staff members.

If parents wish to have a more formal role they may become part of the Management Committee which meets monthly to help form policies and manage the Centre’s affairs. This Committee is elected at the Annual General Meeting of the Management Committee that is held each year in Feb/March.  This Committee manages the Centre for one year. All parents are invited to attend the monthly Committee Meetings and the Annual General Meeting.

Vacation Care Program

Staff under the C&K award ie.in the Butterflies room (3.5-5 year old children) and the Kookaburras room (3-5yr old) operate during the Qld State Schools’ Term. In keeping with the employment conditions for registered teachers, the teachers and assistants are granted holiday leave during the school holiday period. The Easter, June, and September holiday programs are staffed by a combination of afternoon staff and casual relief staff. The centre endeavours to have at least one familiar face in the rooms throughout the day.

During the January state school holiday period the centre operates a combined vacation care program for the Butterflies and Kookaburras children. If you wish your prep child to attend the centre over this period, it is necessary to book them in to the vacation program. Similar staffing arrangements to the other holidays apply. There is no charge during the January school holidays unless your child attends the vacation care program.

Reminder: The centre closes for the week of Christmas and the week of New Year. There is no charge for these two weeks. The centre may re-open the following week for a “skeleton week” if numbers warrant this. Notification of this week usually occurs during September. A 50% deposit by early October is required for a place to be held during this week. No fees are charged unless attending for this “skeleton” week. Following this week, the centre opens in all rooms, although as previously mentioned, the pre-prep rooms have relief staff until the beginning of the school year.
Students and Volunteers

The Centre has a commitment to helping with the training of student teachers and child care staff, accepting students from High Schools, the USQ, TAFE and other tertiary training organisations.

All students and volunteers are required to hold a Commission for Children and Young People suitability card (blue card) before they are accepted into the Centre.

Having students at the Centre enhances the program by providing more individual attention for the children, and by the ideas and activities provided for the children.  All students work with, and are answerable to the staff who work with the children. A staff member always supervises such students.

Personal Items

Please ensure that all of your child’s personal items are named (including clothes, shoes, socks and bottle.) While we try to ensure that things are not lost or damaged, we cannot take responsibility for unnamed articles.

Please note that our program includes activities that are creative and sometimes quite messy so please dress your child in clothes that are appropriate. We offer Mirambeena shirts for sale, which are ideal for messy activities.
Excursions

From time to time we take the children on excursions to visit centres of interest or just to enjoy the bus ride or walk.  Other arrangements will be made if your child cannot attend the excursion and still attends the Centre. Excursions are planned to extend the interests of the children and to facilitate learning in relation to the wider community.

There will usually be an extra charge for excursions to help cover costs and parents are invited to come with us to help with supervision and enjoy the outing with their child.

Enrolment Issues

Changes to enrolment requirements will be accommodated wherever possible, however preference for places will be provided on the basis of our Priority of Access Guidelines (see Access section) in accordance with vacancies, Centre utilisation policies and relevant waiting lists. A minimum of two weeks notice in writing is required with any request for changes to bookings.

If you need to cancel your enrolment you are required to provide a minimum of two weeks (ten working days) notice to avoid the loss of the security deposit.  Notification should be made, in writing, to the Centre Director.

If you require a “one off” extra day these will be accommodated whenever utilisation/staff ratios permit. Please apply to the office to confirm availability.

Parents are required to ring the centre as early as possible when they know that their child will not be attending the centre due to illness etc. It is also courteous to do so. We have other interested parents who may wish to utilize your spot should it be vacant so in this respect we wish parents to notify us early in the day.
What to Bring

Because our families are often so busy, especially in the mornings, we try to ensure you need only bring those things that we cannot provide for all the children.

A change or two of clothing including underwear & socks if worn.

An extra jacket during the cooler months.

Bag, backpack or basket to retain belongings stored in lockers. 

Nappies or training pants for those children who require them. 

A container of baby formula powder for those children who require it.

We ask that children refrain from bringing toys, except a cuddly toy for rest time, as special items can become the source of great interest to other children and your child may not welcome this. The toy will often get broken or lost and this can be very upsetting.

All belongings, including nappies, shoes, socks, trainer pants, backpack etc. and formula container should be clearly named.

Accreditation
Mirambeena Children’s Centre is licensed by the Office for Early Childhood Education and Care under the Child Care Act 2002 and Child Care Regulation 2003.  The centre must meet the requirements about activities, experiences and programs, numbers of staff members and children, and staff members’ qualifications according to the legislation.

Mirambeena Children’s Centre is a fully accredited centre with the National Childcare Accreditation Council.  Accreditation is awarded to those centres that can demonstrate adherence to rigorous and extensive set of criteria established by the Commonwealth Government.

Centre Staff and management are confident that with our emphasis on high quality programming, coupled with the many ways in which families have opportunities for input into the program and organisation, will ensure that this accreditation is maintained enabling parents to access Childcare Benefit and other benefits where applicable.

If You Have Concerns
The staff members at the Centre are always interested to hear from parents about their wishes for their children.  If you have any problems, please see either the Group Leader or Director. We have a Grievance Procedure which should be followed in the event of such concerns.  As part of this process concerns are to be presented (in writing) to the monthly Committee Meeting, through the Director. 
We feel confident that you and your child will enjoy your time with us at Mirambeena.  We look forward to welcoming you to our wonderful Centre.

Check out our website for waiting list forms, information about the centre and the latest staff news at  http://mirambeena.candk.asn.au (note there is no www)
Should you have any queries please feel free to speak to the Director.

Phone: 4630 1989                 Fax: 4630 1025       Email address:    miramben@usq.edu.au
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The Centre recognises that from time to time individual parents may have grievances that need to be resolved in the interests of good relationships and quality care of the children.

Parents will have the right for a grievance to be heard through all levels of management.  These grievances can only be resolved if a line of communication is established and negotiations conducted in a reasonable manner.

1. In the first instance the parent should raise the concern with the immediate caregiver.

2. The caregiver and parent should, if appropriate, take the matter to the Group Leader.

3. If the parent still feels concerned or the caregiver considers it appropriate, the parent shall attempt to resolve the grievance with the Director.

4. If the problem is still unresolved, the matter shall be referred to the Parent Management Committee in writing where discussion between parties concerned will take place until a fair and satisfactory settlement is reached.

5. If the parent feels the Parent Management Committee has not dealt with the concerns, then they are invited to contact the Early Childhood Officer at the Office for Early Childhood Education and Care.

Early Childhood Officer

Office for Early Childhood Education and Care

Condamine Centre

PO Box 2427

Toowoomba Qld 4350

Telephone: 07 46994219
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                   Review date 04/12/2010
A copy of the Child Care Act and Regulations are available from:

Early Education Officer, Office for Early Childhood Education and Care, 4th Floor Condamine Centre, Bell Street Mall (PO Box 2427),Toowoomba. Phone 46994219
For General information in relation to Child Care please feel free to contact the Child Care Information Service-  1800 637 711   

References:  Staying Healthy in Child Care. Second Edition. Commonwealth Dept of Health and Family Services.

                   Handbook on Child Care Licensing, Queensland Dept of Families

                   Kindergarten Handbook, Creche and Kindergarten Association of Qld
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