Little Village Family Handbook

“It takes a village to raise a child”
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Our Ethos

at Little Village Early Learning

OUR INTENTION
OPERATION
The approved provider of Little
Village Early Learning is:
Little Village Early Learning
Buderim Pty Ltd
Little Village is a family owned
Centre
Open Monday to Friday,
excluding Public Holidays
From 6:00 am and 6:00 pm
We provide family –friendly long
day care and early learning for
babies and children from 6
weeks to school age
Phone: 54456888
Email Address:
info@littlevillage.net.au
director@littlevillage.net.auu

It is our intention to build a community which
respects childhood as a time to explore, create
and be joyful. We aim to create a family-friendly
Centre, focusing on the child while supporting the
needs of the whole family.
We hope to provide a “home like” atmosphere
which incorporates realistic, natural and culturally
rich environments, while using the latest technology
in communication, security and operations.

OUR BELIEFS
We believe that all children have a right to be
heard, respected and to feel a sense of belonging
in their family, school and community.
We believe warm, sensitive and responsive caregiving gives a child a sense of security and
encourages emotional and intellectual
development.

OUR VISION
A ‘neighborhood’
where kids are safe and free to be kids.

Postal address:
32 King Street
Buderim Qld 4556

A ‘natural environment’
where each day is full of self-discovery and shared
adventures.
A ‘backyard playground’
where you can build a cubby house, make mud pies
and grow a garden.
A ‘community’
with warm hearts and dinners that looks and feels
just like home.
A ‘place of learning’
with wise, practiced and inspired teachers.
A ‘centre’
that includes state of the art technology alongside
old- fashion blocks and bug catchers.
A ‘little village’ where children, families and staff feel
welcome and valued in our shared journey.
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Our Team

at Little Village Early Learning

Little Village is under the direction of our qualified and experienced Director whose role is to lead,
guide and support our team and each family, assisted by our Assistant Directors. Our Centre
Owners support the operations of Little Village alongside our external Childcare Consultants.
All Educators at Little village hold appropriate early Childhood qualifications. These include
Bachelor of Education Early Childhood; Advanced Diploma of Children’s Services, Diploma of
Children’s Services and Certificates in Earlly Childhood Education and Care. These are all
approved qualifications under National Childcare Regulations. Little Village Educator
qualifications exceed the standards under the National Quality Framework.
Our team of educators bring a diverse range of professional experience and cultural perspectives
to Little Village. They are passionate about the provision of high quality early childhood education
and care and are committed to continuing professional development in this area.
Each studio has a ‘Lead Educator’ and an ‘Educator’. Support Educators work across all
studios; assisting wherever needed. All educators are supported by our ‘Educational Leader’
who oversees each studio’s curriculum implementation and learning programs. Our
Kindergarten programs are delivered by qualified, ‘Early Childhood Teachers.’ Our Kitchen is
led by our qualified Centre Chef and her assistant.
To assist parents, each studio displays the name and photo of its Educators. In Reception, the
name and photo of the Person in Charge of the Centre at any given time will be displayed.
Photos and information about our team are also located in the reception and hallway.

Welcome to Little Village Early Learning Centre from the Management Team
Choosing the right early learning and care environment for your child is one of the most
important decisions you make as a parent, and we are delighted that you have chosen
Little Village Early Learning Centre.
Our commitment towards the care of your child is reflected in every aspect of our centre.
Our indoor and outdoor environments are designed to support both small group and
individual learning experiences. Children have opportunities to play and learn with their
peers and/or with their siblings during the day.
The physical layout, décor, equipment and resources have been mindfully designed and
chosen. The allocation of our Educators and the development of our programs focus on
the needs and wellbeing of our children, parents and community.
We believe that warm, respectful and collaborative relationships are at the heart of quality
early childhood experiences, and honour families as children’s first teachers.
We look forward to creating these partnerships with you and welcome your feedback and
contributions to our programs at any time.
Little Village is a place where families can meet, connect and build a strong sense of
community and belonging. As the proverb says, “It takes a village to raise a child,” and we
look forward to being part of that village with you and your child.
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Our Learning Framework
at Little Village Early Learning

THE LEARNING
OUTCOMES

Little Village is guided by ‘Belonging, Being
and Becoming: The Early Years Learning
Framework’, a key component of the

1) Children have a strong
sense of identity
2) Children are connected
with and contribute to
their world
3) Children have a strong
sense of wellbeing
4) Children are confident and
involved learners
5) Children are effective
communicators.

Australian Government's National Quality
Framework for early childhood education and
care.
It places emphasis on play and discoverybased learning, which is recognised as the
best vehicle for a child’s learning and
development.
The framework also recognises the importance
of communication and language and social
and emotional development.
The Early Years Learning Framework focuses on

ACTIVE LEARNING

five ‘Learning Outcomes’ that we often link to

Your child’s Lead Educator will prepare a

in our program.

learning program that is both child initiated

As part of the framework’s ratings and

and teacher led.

assessment, Little Village was recently

You can share and contribute to your

awarded an ‘Exceeding Rating’.

child’s learning in several ways:
•

Read the Studio Programming Board &
Daily Journal

•

View Xplor posts on your device & share
your own photos and stories

At Little Village Early Learning, an individual
learning journey is designed for each child
through age-appropriate activities
including:

•

Read your child’s Online Journal

•

Connect with your child’s Educators

In our program, we encourage creativity

o

Language and communication

and recognise the many ways in which a

o

Learning skills

child learns and communicates.

o

Health and wellbeing

o

Fine and gross motor skills

o

Decision making and problem

We allow children the space and time to
make choices, develop their own ideas
through active play, exploration and

solving

discovery of their environment.

o

Art and music

o

Science and technology

We develop warm, respectful relationships,

o

Caring for our planet

providing a secure base that gives a child

o

Cultural appreciation

confidence to explore, discover and

o

Social competence

connect to their world, building a
foundation for a love of learning.
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Our Studios

at Little Village Early Learning

Junior & Senior NURSERY

The Rhythm of our Day*
Morning
Centre opens

Babies 6 weeks -18 months
We aim to create nurturing relationships with the babies
in our care, developed by plenty of attention, affection,
rich language experiences and playful interactions.

Family grouping with all children

We follow your home routine as closely as we can to

Breakfast if required

ensure continuity and comfort for your child. We support

Children will move to their own
Studios
Indoor/outdoor programs begin
Morning tea is served

your choices in feeding your baby.
Through our parent communication app, we document
each baby’s feeding, toileting, rest and learning.
We have two quiet sleep rooms that are observed at all
times. Our babies can play in their studio or in the

Midday
Lunch is served
Children sleep or rest

sheltered nursery playground, transitioning to the
Junior playground when confident.
Our Nursery has a ratio of 4 babies to one Educator for
children ages 6 weeks to 2 years.

Afternoon
Children awake from sleep or

TODDLERS

rest, toileting

18 months to 3 years

Afternoon tea is served
Indoor/outdoor programs
continue
Late Afternoon
Family grouping
Late snack for children still at
Centre
Centre closes

In the Toddlers’ studios we focus on language,
independence and toilet training in the toddler years. A
Toddler’s day will include lots of learning through play,
much of it outdoors in our natural play-scape. Our
activities are both child initiated and teacher led - we
see every experience as a learning opportunity.
Toddlers like their day to be both knowable and full of
new things with transitions to allow for morning and
afternoon tea, lunch and rests.
We develop warm and responsive relationships, which
promote children’s self-esteem, sense of security and

*This overview is a guide only and will
vary from room to room and day to
day depending on our children’s
needs and interests

belonging.
We provide a ratio of one educator to four children up
to age two and then or one to five for 2 -3 years.
Ages are a guide only.
Our educators will consult with parents to decide which studio
best suits a child’s developmental needs. Transitions between
studios or changes in care will be applied only after consultation.
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Our Studios

cont.

At Little Village Early Learning

PRE KINDY
3-4 years
Through play-based learning our Pre-Kindy children
are provided with the guidance and encouragement
to develop their curiosity about the world, allowing
each child to develop to their fullest potential.
At this age, a child’s language is blooming, and they
want to learn more about their world. They are social

An indi vid ual L ear n in g
Jour ne y i s de si gne d f or
each child t hr o ugh a ge
appr op riat e act ivit ie s
inclu ding :
o

and make friends, they like to dress up, pretend and
hear stories - their imaginations are taking off.
Physically they are learning all kinds of skills - running,
jumping, climbing, hopping, sometimes at the same
time!
A child’s natural love of learning is developed in the
areas of creativity, discovery, music, math and
language.

o
o
o
o
o
o
o
o

Language and
communication
Learning skills
Health and wellbeing
Fine and gross motor skills
Problem solving
Art and music
Science and technology
Caring for our planet
Cultural appreciation

In Pre-kindy we provide a ratio of one educator to
eleven children.

KINDY
4-5 years
Our Kindy program is aligned with the Queensland
Kindergarten Learning Guideline and guided by the
Early Years Learning Framework.
In this year children enjoy the freedom to follow their
own interests and explore their creativity under the
guidance of our Bachelor qualified Early Childhood
Teachers.

Our Kindergarten Program will
focus on:
o
o
o

We focus on the holistic development of each child

o

to support the transition to school.
You may find us building cubby houses, painting
outdoors, planting seedlings, dressing up, making
music, doing number and letter activities, solving
problems or reading books - it is all ways of learning for

o

our kindergarten child.
Our Kindergarten program runs between 8:00 am to
4:00 pm, with our team of educators caring for
children outside of these hours. The ratio is one to
eleven.
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o

Social Competence &
Connectivity
Language and
communication
Emotional Resilience &
Wellbeing
Foundational
Academics:
Literacy, Numeracy,
Science, Discovery,
Creativity
Health & Physical
Development: Growth
Self-care, Safety
awareness, Gross &
Fine Motor Skills
Bush Kindy - Nature
Play

Enrolment

at Little Village Early Learning

ORIENTATION
Prior to commencing our team will help you with

WE PROVIDE

enrolment paperwork and explain our policies,
procedures and practices. We will also acquaint you
with

our

security,

sign-in

and

Xplor

–

our

communication, programming and booking App.

•

Breakfast (6-7am)

•

Morning & Afternoon

You will be asked to sign a Parent Agreement and

Tea

Payment Authorisation and pay a $60 Acceptance

•

Lunch

Fee, which holds your place for two weeks.

•

Late Snack

On confirmation of enrolment you will receive a Little

•

Nappies & care

Village hat, a sheet set and a wet-play bag.

products
•

Sheets for our cots

The Centre offers a flexible orientation process to all

•

Subscription to Xplor

families, whereby your child is introduced into Little

•

A sheet set , wet-

Village slowly through regular visits with you prior to

play bag &hat

their commencement.
We allow you and your child to orientate initially for
one hour visits to enable you to meet and talk to staff

YOU BRING

regarding your child’s needs. These times gradually
increase depending on how your child settles.
Staff will guide you through this process and provide
feedback. We strive to ensure that this is a positive

•

experience for you and your child.

CLOTHING
Please dress your child in comfortable play clothes
that allow for self-dressing, such as elastic shorts for
boys and girls. While all care is taken, clothing may be
covered in mud and paint on a regular basis.
Drawstrings, belts, ties and jewellery are to be

or school bag
•
•

including clothing, socks and shoes.
Children are encouraged to have bare feet during
their time in our Centre as this helps develop their
motor skills.

A comforter if
needed

•

Any special
products that your
child may need
due to sensitivities

T-shirts with sleeves, rather than singlets or strappy tops

We ask that you label all your child’s belongings,

A labelled water
bottle

•

times.

meet sun-safety standards.

Labelled spare
clothes & pants

avoided. Amber beads will be removed at sleep-

are required for sun protection. Our Little Village hats

A small backpack

or allergies
•

Special items such
as photos or books
can be shared but
toys are to remain
at home please

Fee Schedule

at Little Village Early Learning
*Fees per day

Child’s Age

Before Child Care Subsidy

6 weeks to 2 years

$120

2 years to 3 years

$117

3 years to school age

$115

What is included in Fees
Little Village Early Learning Fees include nappies, care products, meals and snacks and access to
our family communication App and digital platform, Xplor.
Each child’s Welcome Pack includes a Little Village hat, a sheet set in a drawstring bag and a
wet-play bag. (If your child is in the Junior Nursery we will provide and launder cot sheeting.)
Fees
Fees are payable for all days that your child is enrolled including public holidays and when your
child is absent for any reason including illness.
Families fees are to be kept two weeks in advance at all times to secure and maintain a child's
placement.
A non-refundable $60 enrolment fee is payable for each child or infant enrolled prior to
commencement, a maximum of $120 per family.
Payments
Fees will be directly debited from your nominated account fortnightly in advance through Paypal.
Statements will be sent electronically and include your charges, CCS information and receipt
details for any payments made. Your account details are accessible via Xplor at any time.
Outstanding Fees
It is important that your fees are kept up to date. If your account goes into arrears for 14 days or
more, your child’s place may be cancelled. If you have a problem with payment of your fees,
please talk to the Director as soon as possible so alternative arrangements may be discussed.
Late Fees
The Centre is staffed until 6:00pm. If a parent is late collecting a child, late fees will apply. ($15 for
every 15 minutes or part thereof.)
Casual Bookings and Additional Days
Vacancies within our Centre may be booked as casual bookings and are charged at the same
daily rate. Additional days can be requested at any time and taken immediately if available. The
centre does not guarantee casual or additional days will be available. If unavailable, your request
can be added to our centre’s waiting list.
Changes to bookings
We will do everything possible to support the changing needs of families and their children. Two
weeks’ written notice is required to change or cancel your child’s regular booked days of
attendance.
Holiday Rates
If you provide notice two weeks in advance, a holiday discount on the full fee may be available
for up to two weeks of care per calendar year. This provision is at the Centre’s discretion.
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Fee Schedule

cont.

at Little Village Early Learning

Full week fees
For families attending 5 days a week, a discount will apply to your fees.
Three Children
For families with three siblings attending Little Village at one time, a discount will apply to your fees.
*Child Care Subsidy (CCS)
From 2 July 2018, there will be a New Child Care Package. CCS is a payment from the
Government that will provide financial assistance towards the cost of your child’s care and
reduce the cost of your total child care fees. It is available to you if you are a parent, grandparent
or a foster parent with a child in your care who is attending a child care program approved by
the Government.
Until your CCS has been approved and has commenced, we will require full payment of your
child’s childcare fees. More information is available at www.familyassist.gov.au or by visiting
Centrelink.
The Child Care Subsidy will be paid directly to Little Village by Centrelink. Xplor, our Child Care
Management System, will calculate a family’s ‘out of pocket’ fee and process this using Paypal
Direct Debit.
Parents need to inform Centrelink any changes that may affect their assessment including
changes to your family income or your hours of care. Please let our Director know if your child’s
siblings are attending another approved early learning program.
Please be aware, a percentage of your CCS is withheld by Centrelink until taxable income for the
financial year is confirmed. This ensures that families are not overpaid by Centrelink resulting in a
debt to be repaid.
*To find out more, visit www.education.gov.au/ChildCarePackage
Initial Absence Days
Fees are payable for the reservation of the place, not the attendance. When your child is away
the day still needs to be paid for.
Each financial year, Centrelink will pay your child’s CCS entitlements for the first 42 absence days.
These absences can be for any reason including public holidays and the initial 42 days must be
used before any additional absences can be claimed.
Additional Absence Days
If you use over your child’s 42 allowable absences, you will be charged the full fee as Centrelink
will not provide subsidies for any absences over 42 days; unless supporting documentation is
provided. To find out what counts as an “additional absence”; and the associated
documentation required, please see the Director.
Supporting documentation must be provided to the Centre within 2 days of the child’s absence.
Public holidays
Our centres are closed on public holidays; however, fees still apply if any of your booked days of
attendance fall on a public holiday. These are included in your 42 allowable absences per
financial year.
Withdrawal from care
Families must provide two week’s written notice to cancel a child’s booked attendance at the
Centre. The two weeks’ advance payment we hold will be applied to your notice period. If your
child does not attend on their last booked days, CCS cannot be applied, and full fees will apply.
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Technology in our Centre
at Little Village Early Learning
CONNECTEDNESS
Little Village makes use of the latest technology with our secure online communication
platform, called Xplor. Log in to your smart device and connect to your child’s day at Little
Village. Photos and learning stories are shared with you and any family members you nominate.
You can like or add comments in real time. Every child at Little Village has an online journal
where Educators add observations, learning outcomes and future planning. You can access
your child’s personal online journal on the myXplor web. Log in using your email and password.
https://web.myxplor.com/.

ATTENDANCE
Xplor provides a secure and quick digital sign in each day. On arrival and departure, you or
any person you have nominated on your family records, will be required to sign in and out by
using the Xplor App on their phone or by our smart device in our foyer. Xplor helps you to
securely manage your child’s bookings, fees, health records and attendance.

CASUAL BOOKINGS
If you require care for your child outside of regular days, you can make a casual booking
using Xplor - Log in, check the calendar and book an available place. You can also call or visit
our Director to enquire. Casual bookings are charged as per your daily rate

SECURITY
Our Centre security includes an access entry system. As a way of knowing who is in our Centre,
you will be provided a personal pin-code that you enter at the front door to gain entry on the
days that your child is in attendance. Security cameras throughout the Centre help our
Director to monitor each room and be able to assist where and when necessary.

KEEPING IN TOUCH
We email regular newsletters to keep you up to date with what’s happening at Little Village.
You can also visit our Facebook, Instagram and Pinterest pages. You can access these from
our website. Each Studio has a parent communication book, as does the Reception.
The best form of communication is face to face, so feel free to chat with the team. If you
would like to have a longer conversation about your child we'd appreciate you
making an appointment so we can give you our undivided attention.

BACK TO BASICS
Little Village uses technology to add to our security, our sustainability and our Centre’s
efficiency. Our primary goal with our technology is to give our educators more time to spend
with the children in our care and improve parent connections.
Computers are not a regular part of the children’s daily activities as we believe young children
learn best with open ended, play based resources. Ipads are used in the Kindergarten Studio
as part of Early Languages Learning Australia, according to our Technology & Media Policy
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Caring for children

at Little Village Early Learning

REST

MEALS

Rest times are an essential part of the day

Little Village has its own catering kitchen

for all of the children in our care.

where our chef prepares lunch, morning
and afternoon snacks - made fresh daily.

The transition to rest or sleep is always

We

smooth and consistent, in an environment

take

nutritional

where children feel secure. Soft lighting,

into

account

needs,

each

cultural

child’s

and

food

preferences and allergies

comfortable beds and gentle music help
create a restful mood.

Our seasonal and rotating menu ensures
there is a variety of food every day with a

Some children use this time to sleep, others

range of tastes, textures, and aromas.

to play quietly. A child will never be
‘forced’ to sleep.

Mealtimes are relaxed with staff members
sitting with the children while they eat to

Our babies will follow more closely your

encourage a safe, happy and social

existing home sleep routine, with flexibility

atmosphere.

for variations in your baby’s mood and
sleep needs on any given day.

Our day’s menu is on display in studios and
the reception. You are welcome to visit our

Our Educators follow guidelines set by the

kitchen to meet our chef and swap

SIDS and Kids organization.

recipes.

TOILETING

BABY FEEDING

Staff encourage children in all steps of

Breast feeding and bottle feeding are

maintaining good hygiene practices i.e.

supported by our Centre. Our nursery team

hand washing with soap and hand drying.

will be happy to discuss this with you.

In addition to meeting children’s physical

The introduction of solids and drinking from

needs, nappy changing and toileting are

a cup is discussed with you and a feeding

an important time to build respect,

plan is established.

understanding and self-care skills.

Your baby’s routine is recorded in our

Our Centre’s cleaning and sanitizing is an

communication App - meals, bottles,

important part of our daily routine.

sleeps, nappy changes are all recorded.
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Keeping our Children Safe
at Little Village Early Learning

ILLNESS
The primary responsibility of staff in our Centre is to
maintain the health and well-being of all children.
During enrolment we will discuss any health
concerns and if necessary request that a health
management plan be written out in consultation

ACCIDENTS, INCIDENTS or
INJURIES
In the event of any accident, your
child

will

be

comforted

and

appropriate first aid action taken.

with your child’s doctor.

The parent will be notified for any

Staff are trained in first aid and are aware of the

incident and an incident report

common signs of illness, asthma and allergies

will be completed. The Director is

including the management of anaphylaxis.

notified

and

the

incident

is

recorded on an ‘Incident Record
The Centre will retain the right to exclude any child

Form’. The parent is requested to

who is obviously unwell or is regarded as a health risk

read and sign this Record Form

to other children. A child will not be admitted

upon arrival at the Centre.

following an infectious illness unless a doctor’s
certificate or clearance is given or until the required
exclusion period has passed according to NHMRC
guidelines.

If

the

accident

considered
ambulance

or

injury

serious,
will

be

is
an

called

immediately and then the parent

If your child has a fever, has been vomiting or had
diarrhoea we require that they be kept home for 24
hours after the last episode. This is to help prevent

or the person on the emergency
contact will be notified by the
Centre Manager.

cross-contamination.

Any

incident

which

A list of contagious diseases and their exclusion

medical

periods are available from the Director and is

reported to the Department of

contained in the Centre’s Policy & Procedure

Education and Early Childhood

Manual displayed in reception. NHMRC Timeout

Development.

intervention

requires
will

Guidelines will also be displayed.
If a child is ill at the Centre, staff complete an ‘Illness
Incident Form’, recording the signs of illness and
action taken. The parent must read and sign this
form on collection of their child.
No medication is administered unless the parent or
lawful guardian has given the Centre written
permission to dispense the medication by filling out
the medication sheet. All medications must be kept
in the original containers within date and bearing
the child’s name and doctors or pharmacy
instructions.
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Parents
Must notify the
Director of any changes
in their address, home
or work phone numbers,
and emergency contact
numbers.

be

Keeping our Children Safe

cont.

at Little Village Early Learning

SUN SAFETY
While providing an indoor-outdoor program, sun

HOW PARENTS CAN
HELP

safety is always considered - when is the best
time for the children to be outside - what shade
do we have in place?
We

provide

sunscreen

recommended

for

children and our staff model sun-safe practices,
enforcing our policy of ‘no hat - no outside
play.’

We ask parents to work with us in providing
a safe secure environment for all children
•

After signing in, take your child directly
to their educator to meet and greet.

Parents can assist by dressing their child in sun

•

On departure, also greet your child’s

safe clothing including their Little Village hat and

educator before signing out and

applying sunscreen to their child prior to arrival

departing.
•

or on arrival from our sunscreen station.

Close doors and gates after you,
without granting entry or exit to other

CHILD CUSTODY

children.

No child attending the Centre is given into the

•

Respect the privacy of each studio,

care of any person other than the custodial

especially the nurseries and at rest

parent or guardian of the child, except where

time.

authorisation has been given by the parent or
guardian,

either

personally

or

by

•

phone.

(National Regulations 2014).

Centre, including nuts and batteries.
•

Please ask our Director for our full policy if
required.

Do not bring unsafe items into our
Watch your speed, supervise and
keep children safe in the carpark.

•

Keep your mobile phone turned on
when your child is in our care in case

SOCIAL COMPETENCY

we need to contact you.

At Little Village our Educators positively guide

•

Please keep us in the loop, any

and support children to develop skills in

changes in a family or living situation is

regulating their own behaviour. We do not

best shared with your child’s

condone any form of corporal punishment or

educational team.

unreasonable discipline.
We

practise

respectful

encourage

the

behaviours

through

child

care
to

limit

use

giving

and

appropriate

setting,

positive

modelling and redirection.
Please see our Social Competence Policy for
more information.
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It is our desire to build a community

which respects childhood as a time to
explore, create and be joyful.

Our Families

at Little Village Early Learning

We believe that children, educators and parents can work together to create for the
child, a feeling of belonging in a world that is alive, welcoming and authentic.

FAMILY INVOLVEMENT

OUR LOUNGE & LIBRARY

We welcome and encourage parents and

We have a parents’ lounge and library

family to be involved in our Centre.

upstairs in the Queenslander that you can

Some of the ways that you can be involved

use during orientation or before pick up

include: spending time in your child’s studio

and after drop off.

or playground, sharing a skill such as music,

CONFIDENTIALITY

sharing aspects of your culture or joining in

Little Village protects the privacy and

with community activities.

confidentiality of individuals by ensuring

You can make daily contributions to your

that all records and information about

child’s learning via the Xplor App.

children, families, educators, staff and

During the year we will offer enrichment

management are kept in a secure place

courses and parent events that allow you to

and are only accessed by or disclosed to

meet other families in the Little Village

those people who need this information to

community.

fulfil their responsibilities or to people who

You are welcome to visit the Centre at any

have a legal right to know.

time during your child’s attendance

GRIEVANCES

CONDUCT

From time to time, there may be an issue or

All staff and parents who join the Little

a concern that you would like to discuss.

Village community must read, sign and

You are welcome to raise any issues or

adhere to our code of conduct.

concerns with your child’s Lead Educator or

This

our Centre Manager.

environment for all.

Feel free to make an appointment so we

If you feel that any person has breached

can talk in person in our private lounge or

our conduct code, please make us aware

over the phone at home or at work.

of it.

In our foyer we have framed, a copy of our

Also note that parents are responsible for

grievance procedure. You can ask any of

the care and supervision of children they

the team for a Grievance or Feedback form

bring into our Centre who are not enrolled,

to fill out.

such as older siblings. They are also

Confidentiality is assured at all times.

responsible for their children in the car park

We welcome parent’s feedback on all

area or during events outside of their

aspects of our Centre.

bookings.
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ensures
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safe
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respectful

Policies & Procedures

cont.

at Little Village Early Learning

Little Village has a full set of policies and procedures that provide guidance in the management
and operation of the Centre. You can access our Policy Folders in the reception and parents
lounge. Policy is reviewed throughout the year and parent input will be sought.

These documents cover the seven

2.13 First Aid

quality areas outlined by the

2.14 Food Handling

National Quality Standard
1.

2.15 Handling & Storing Chemicals
2.16 Hand Washing

EDUCATIONAL PROGRAM AND

2.17 Hazardous Plants

PRACTICE

2.18 Head Lice

2.

CHILDREN’S HEALTH AND SAFETY

3.

PHYSICAL ENVIRONMENT

4.

STAFFING ARRANGEMENTS

5.

RELATIONSHIPS WITH CHILDREN

6.

COLLABORATIVE PARTNERSHIPS

2.23 Lock Down Procedure

WITH FAMILIES & COMMUNTY

2.24 Managing an acute fever

GOVERNANCE & LEADERSHIP

2.25 Medical Conditions

7.

2.19 Inebriated Parent
2.20 Immunisation
2.21 Infectious Diseases Exclusion
2.22 Keeping of Animals

2.26 Medical Conditions - Anaphylaxis & Severe
Allergic Reaction

Section 1 – Educational Program &
Practice

2.27 Medical Conditions – Asthma
2.28 Medical Conditions – Diabetes

1.1 Curriculum

2.29 Minimising Toxic Products

1.2 Aboriginal and Torres Strait Islander

2.30 Nappy Changing Procedures

1.3 Children’s Records

2.31 O H & S

1.4 Cooking with Children

2.32 Pest Control

1.5 Technology & Media

2.33 Physical Activity

1.6 Celebrations

2.34 Poisoning

1.7 Multicultural/Religious Beliefs

2.35 Risk Management

1.8 Additional Needs

2.36 Sandpit Maintenance
2.37 Serious Injury or Death

Section 2 – Children’s Health & Safety

2.38 Illness

2.1 Administering Medication

2.39 Sleep & Rest

2.2 AIDS/HIV and Hepatitis

2.40 Sun & Shade Protection

2.3 Arrival & Departure

2.41 Supervision

2.4 Building & Equipment Safety

2.42 Toilet Training

2.5 Child Accident Incident Injury Trauma

2.43 Toileting Procedure

2.6 Child Protection

2.44 Violent Person Hostage

2.7 Chronic Illness

2.45 Water Safety

2.8 Cleaning Toys, Clothing & Centre Cleanliness

2.46 Mealtime

2.9 Dental Accidents

2.47 Bottle Safety & Prep

2.10 Dental Health & Hygiene

2.48 Amber Necklaces

2.11 Emergency

2.49 Excursion

2.12 Emergency & Fire Evacuation

2.50 Food Safety

2.06 Building and Equipment Safety
2.07 Child Accident/Incident Procedure
2.08 Child Protection
2.09 Chronic Illness
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Policies & Procedures

cont.

at Little Village Early Learning

Section 3 – Physical Environment

Section 6 – Collaborative Partnerships

3.1 Provision of Resources, Materials &

with Families and Communities

Equipment

6.1 Communication with Families

3.2 Recycling

6.2 Educators/Family Interaction

3.3 Safety Checklist for Playgrounds

6.3 Enrolment

3.4 Sustainability and Environment

6.4 Family Grievance Policy & Positive Feedback

Section 4 - Staffing Arrangements

6.5 Family Involvement

4.1 Code of Conduct

6.6 Fee Payment

4.2 Dress Code

6.7 Holiday

4.3 Educator’s Appraisal
4.4 Educator to Child Ratio

6.8 Non English Speaking Background

4.5 Educators communication

6.9 Open Door

4.6 Educator training & PD

6.10 Orientation

4.7 Educators Health

6.11 Photos

4. 8 Educators Immunisation

6. 12 Transition to School

4.9 Personal Careers Leave

Section 7 – Leadership and Service

4.10 Educators Meetings

Management

4.11 Educators Qualifications

7.1 Acceptance and Refusal of Authorisation

4.12 Educators Recruitment and Employment

7.2 Children’s Belongings

4.13 Educators Roster and later or non-arrival of

7.3 Clothing & Footwear

educators

7.4 Collaborative Governance

4.14 Educators to Educators Interaction

7.5 Confidentiality

4.15 Ethical Conduct

7.6 Determining responsible person

4.16 Educators Grievances

7.7 Educators Conflict and Grievance

4.17 Roles & Expectations of Educators
4.18 Pregnancy while working in Early Education

7.8 Educational Leader

4.19 Non Smoking

7.9 Employee Conduct

Section 5 – Relationships with Children

7.10 Induction

5.1 Diversity and Equity

7.11 Notification to Regulatory Authority

5.2 Social Competence

7.12 Philosophy

5.3 Biting Policy

7.13 Privacy

5.4 Child to Child Interaction

7.14 Professional Development, In-service training

5.5 Interactions with Children

7.15 Quality Improvement Plan

5.6 Separation Anxiety Policy

7.16 Record Keeping

5.7 Routines & Transitions

7.17 Relief Educators
7.18 Reviewing Policies
7.19 Visitors, Volunteers & Students
7.20 Workplace Harassment Prevention
7.21 Social Media
7.22 Excursion
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32 King Street
Buderim QLD 4556
07 54456888
info@littlevillage.net.au

