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 PHILOSOPHY
Our centre philosophy is to provide a child care environment that is welcoming, educational and nurturing.
We seek to provide an environment that sets reasonable limits to ensure the safety and well being of children, staff families and recognises the holistic way a child learns and grows. 

We welcome all children regardless of gender, cultural diversity or specific needs. Each child is unique and our developmental programmes cater to their strengths, behaviour, needs and individual interests.

We believe our community is important, therefore for all to function within this society; we will facilitate the development of self-respect, respect for others and the value of diversity within the children.

We believe in the importance of play as the consistent means of learning.

We maintain non-judgemental attitudes towards individuals and ensure peaceful resolutions of conflicts.
Family members are encouraged to participate in the centres planning, programming and operations. We welcome parental contribution in any form they feel comfortable in giving.

All staff work towards a partnership with families through open, honest communication and providing opportunities to exchange information relating to their children’s progress.

We are a professional team that recognises each others skills, abilities, individuality and experiences.

We provide a variety of balanced meals that meet the children’s recommended daily nutritional requirements.

GOALS 
Of 

SERPENTINE CHILD CARE 

· To implement a program that caters for children’s individual needs and the developmental levels using play as the most significant means of learning.

· To provide an environment that supports the individual and cultural diversity of the children at the centre, whilst expanding their knowledge, awareness and understanding of all cultures. 
· To encourage children to form positive relationships with other children and staff. 

· To support and encourage the children’s interests in both the indoor and outdoor environment.

· To endeavour to instil an appreciation, value and respect for all living things.

· To promote the overall development of children within our child             care environment.
· To maintain an ongoing commitment to the accreditation process.

· To assist children to understand the importance of health and hygiene 

WELCOME TO SERPENTINE CHILD CARE

The owner and staff extend a warm welcome to you and your family and we thankyou for choosing our centre to care for your treasured little ones.

We trust that your association with Serpentine Child Care 

will be fun, rewarding and memorable.

We are a privately owned centre, which provides care for 37children. We offer full time, part-time, occasional and before and after school care.

                    OUR FEES ARE AS FOLLOWS
0-2yrs


2-5yrs


6-12ys

$ 310 per week

$310per week 

$200 per week

$70.00per day

$70.00 per day

$20 before school








$25 after school
We are open from 6:30am – 6:00pm Monday to Friday for 52 weeks of the year. We are closed on public holidays.

Please Note: We are only licensed to operate during these hours.

A late fee of $5.00 for every 5 minute block will be charged for each child collected after closing time. 

Fees should be paid on a weekly basis unless other arrangements are made with the operator. Fees are payable for everyday of the child’s enrolment, including public holidays, sick days, non-attendance days 

& parent holidays.

Accounts are issued weekly; these are attached to your child’s sign in sheet. If fees become two weeks overdue an account will be re-issued and if the account is not settled within 7 days, your child’s place at the centre will be at risk. 
                   Occasional care fees are payable on the day. 

You may be eligible for Child Care Benefit which you can apply for

by contacting the Family Assistance Office on 136150.
When enrolling your child you will need to supply us with your full name, your child’s full name, both dates of birth and your CRN Numbers. 
    DAILY ROUTINE

6:30 – Centre opens, all children congregate in Cassidy’s Corner and Kindy room.

Quiet activities put out for children of all ages

8:40 – Schoolies are taken across to school, babies move over to

Toddlers and Babies area

8.50 - Mat session

9:00 –Morning tea is provided for children

Children move outdoors (weather permitting)

for outdoor play

10:00 – Children move inside for indoor programmed activities

11:00 –Children move to designated area for mat session and then to bathroom to wash hands

11:15 – Children move to lunch area ready to eat lunch

11.45 – Children who are sleeping move to their sleep mats in Cassidy’s, children not sleeping have a cushion to rest on and relaxing music is played.

12:30 – Quiet activities are set up at the tables and children who are not asleep move back out into the kindy area.

2:30 – Pack away time

2:40 – Children move to mat, time to put sunscreen on and then wash hands for afternoon tea

2:50 – Children eat afternoon tea

3:00 – Weather permitting children move to outdoor area for free play

4:20 - Staff and children begin packing away outdoor area

4.30– Children are offered a late afternoon snack (eaten outdoors weather permitting)

5:00 – All children in centre move back inside to participate in activities in Cassidy’s Corner

6:00 - Centre closes
SETTLING YOUR CHILD INTO THE CENTRE:
When enrolling your child at the centre we encourage an orientation visit before starting. If children have been in for an orientation visit they will feel more relaxed and confident and may settle quicker as they will have already met the staff, some of the other children and know their way around the building.  

Parents are encouraged to take as much time as they need to settle their child and are very welcome to call the centre during the day to see how their child is progressing.  

Children feel safer and more secure if they feel there is a connection between home and the centre. We encourage the child to bring a comforter or photos from home; this provides a bridge between home and the centre. 
PRIORITY OF ACCESS:

In order to be eligible for child care assistance Serpentine Child Care Centre must comply with the Commonwealth Priority of access Guidelines. These guidelines let the centre know which children should be enrolled first to available places.

PRIORITY 1:

Children at risk of abuse or neglect

PRIORITY 2:

Parents employed, seeking employment or studying

PRIORITY 3:

All other children.

ALLOWABLE ABSENCES:

Child care benefit is payable for a maximum of 42 days per year, these include sick days without a medical certificate, holidays and casual leave. Any days over this limit require a medical certificate for child care benefit to be paid; otherwise parent/guardian is required to pay the full amount.

If your child will not be attending, could you please call the centre as soon as is convenient. 

ATTENDANCE SHEETS:
Filling in the attendance sheets both on arrival and when leaving the centre is a daily requirement, it is also a legal requirement by the licencing board and family assistance. If you do not fill in the attendance records you will not be able to claim child care benefit.
ARRIVAL AND DEPARTURE OF CHILDREN
Children must be left with a caregiver on arrival. If the custodial parent arranges for an authorised person to collect their child, they must contact the Centre to advise of this arrangement and confirm who will collect the child. In an emergency parents can call the centre and the person picking up the child must show identification. Every child’s welfare is our number one priority, if staff are in doubt, a child will not be released from the centre. 

WITHDRAWAL OF YOUR CHILD:
If your child is withdrawing from the centre you must provide the centre with TWO weeks notice informing us of this decision. If no notice is provided to the centre, you will still be required to pay for two weeks notice, as agreed in the conditions of agreement attached to the enrolment form.

IMMUNISATION:

Please be aware that to receive child care benefit from family assistance you must provide proof of your child being fully immunised, If this is not provided, child care benefit will not be payed, leaving you accountable for the full fee. A record of your child’s current immunisation status will be kept at the centre, please keep this updated as your child receives further immunisations.  
Children who are not immunised, or do not have a complete immunisation record, will be excluded from care during outbreaks of some infectious diseases. 

MEDICATION:
Before staff can administer any medication, parents must complete an Authority to Administer Medication form (available from staff). 

All medication should be clearly marked with the child’s name and dosage. Please hand medication to a caregiver on arrival so that it can be stored in the fridge or the medicine cabinet. 

ILLNESS:

In group care situations, one of the most trying problems is the control and spread of infections amongst children and staff. 

Serpentine Child Care has adopted the Department of Health’s “Staying Healthy in Child Care” recommendations regarding exclusions of children from the centre due to illness. 
If your child becomes unwell whilst at the centre, you will be notified and asked to pick the child up and remove him or her from care as soon as possible. 

If parents or emergency contacts cannot be contacted or cannot collect the child, relief staff will be employed to care for the child at the parent’s expense. This is to ensure the child can be properly cared for away from the other children thus reducing the risk of the spread of any infection. and the required staff: child ratios are maintained for the remainder of children in care.
SUN PROTECTION:

The centre will require children, employees and visitors to wear hats that protect the face, neck and ears whenever they are outside, i.e. legionnaire style, bucket style or broad brimmed hats. Coles Persona SPF 30+ sunscreen is provided for staff and children’s use. Sunscreen will be applied liberally and not rubbed in, at least 15 minutes before going outside. Outdoor activities will be scheduled before 10am or after 3pm whenever possible. Outdoor play may take place outside these hours if the UV index is below 3.
REST TIMES

Children are encouraged to rest quietly and sleep if needed from 

12-1.30, at no time will a child be forced to sleep. Parent’s wishes about their child’s sleep pattern and daily routine will be followed as closely as possible. 

GUIDING BEHAVIOUR:

The centre will provide a secure, loving and stimulating environment which encourages children to co-operate enhances their self esteem and encourages their ability to interact with others, and where acceptable behaviour is promoted and any recriminations are kept to a minimum.  
· Limits to behaviour will be clearly expressed in positive terms and reinforced consistently in a developmentally appropriate way.

· Children will be encouraged to settle their differences in a peaceful manner.

· Staff will show their respect by using normal tone and volume when speaking with children and working co-operatively with children to solve problems. Shouting at children will be avoided. Positive behaviours will be encouraged by diverting children to more appropriate activities, showing appreciation for appropriate behaviour and building on each child’s strengths and achievements.

· The Centre believes that developing a supportive relationship with the children encourages them to learn skills in self-discipline.  Punishing a child stops the negative behaviour for a while but does not teach the child self-restraint. The consequences of negative behaviour will be discussed with the child and will be consistently followed through.  No further punishment will be given and the child will be reminded in positive terms of the expected behaviour.

· No child will receive any form of corporal punishment eg. smacked, or be placed in a room alone, made immobile, frightened or humiliated in any way, or withheld food or drink as a form of punishment.  
· A “cooling off” period may be needed so the child can calm down before discussing what happened and sharing their feelings with the caregiver, who will in turn talk about their own feelings and responsibilities with the child.  Caregivers will always talk to the child quietly, as an equal, and preferably away from the rest of the group. Time out to cool down will vary from child to child and may include: the caregiver holding the child’s hand to provide time away from a situation, sitting quietly with the caregiver; sitting quietly with a book or being left alone (but not out of sight of staff). No child will be isolated for any reason other than illness or accident for any period of time. Children will be supervised by a contact staff member at all times.
· Parents/Guardians who wish to discipline their own children whilst in the centre will not at any time use any form of corporal punishment or use unacceptable language.

·  The Coordinator is available to discuss and assist with any concern a parent may have in respect of their child’s behaviour or participation in the program. 

WHAT YOU NEED TO BRING ON ENROLMENT:
When enrolling your child with us you will need to bring along the following items:



# Completed enrolment form for each child being enrolled



# A copy of your child’s immunisation records



# Any court orders relating to your child



# A copy of your child’s birth certificate or extract

# A bucket style hat to leave at the centre



# O-2yrs packet of green chux wipes



# 2-5yrs packet of red chux wipes



# Packet of baby wipes



# Box of tissues

Please remember to update your child’s enrolment form if your details change eg contact phone numbers. 
WHAT YOU NEED TO BRING DAILY: 
0-3 yr olds

Pre-applied sunscreen on each day that your child attends

Minimum of 7 nappies

3 Changes of clothes

Bottles made up for the day and CLEARLY LABELLED

Dummy or comforter if needed

Nappy rash cream

3-5yr olds

Pre-applied sunscreen on each day that your child attends

Adequate changes of clothes, extra for toilet trainers

Nappy, dummy or comforter if needed for sleep time 
LOST PROPERTY:

We understand the frustration of your child’s belongings going missing so to help in the prevention of this occurring please ensure all your child’s belongings are clearly labelled. 

The lost property box is located under the sign in desk, this is emptied by-monthly and all unclaimed property is donated to the local second hand shop. 

DAILY NECCESITIES:
Here at Serpentine Child Care we provide quality and nutritious home cooked meals for your child. These are morning tea, lunch and afternoon tea.  We ask that you do not send in food with your child as we have children attending the centre with allergies. If your child has specific dietary requirements please inform and discuss with the staff on enrolment.
NEWSLETTER:

The centre brings out a Newsletter by-monthly; you will find a copy on the sign in desk. If you would like a copy sent to you electronically please fill in your email address on the enrolment form. 

GRIEVANCE PROCEDURES:
Parents/Guardians are urged to speak to their child’s carer if they have any concerns regarding the care of their child. Alternatively you may speak with the coordinator or the operator. Should you have any concerns that you feel are not being addressed appropriately, you may contact Child Care Licencing, 1st Floor, 111 Wellington Street, East Perth, 6004, Phone 1800199383, however parents are encouraged to speak with the operator first. 

WE CAN NOT STRESS ENOUGH THE IMPORTANCE OF TWO WAY COMMUNICATION BETWEEN PARENTS AND STAFF. HELP US TO HELP YOU AND YOUR CHILD BY BEING OPEN AND HONEST ABOUT YOUR CONCERNS AND FEELINGS. 
PROGRAMMING:

At Serpentine Child Care we aim to foster your child’s creativity and development through our programmes. This will be done through both individual and group planning. We would also like your input and feedback as parents/guardians to enable us to help combine the learning environment of the centre with home interests.  Programmes will be displayed in the appropriate room.

ACCREDITATION 

Serpentine Child Care is registered with the National Childcare Accreditation Council.  (NCAC) ensures that all Child Care Centres receiving Child Care Assistance are providing a certain standard of care. For further information about the accreditation please speak to the co-ordinator or contact NCAC on 1300136554 or their web site www.ncac.gov.au

STUDENTS:

At Serpentine Child care we believe that students can enrich your child’s learning. If we accept students you will be notified of this and a poster informing you of the person’s identity will be clearly displayed in the foyer. 

TOYS AND TREASURES:

To avoid tears and tantrums and for the safety of all children in the centre we discourage children from bringing in toys from home unless they are comforters. Staff will not take responsibility for the loss or damage of precious treasures. 

POLICIES:

Serpentine Child Care has a broad range of policies that the centre abides by. These policies are kept in the foyer area and are available to read at any time. Our policies are reviewed on a regular basis and we welcome parent’s involvement in this process. 

This handbook has been created to answer as many of your questions as possible, please see a staff member if you have any queries.  We encourage parents to make suggestions about information they think should be included.
PARENTS HANDBOOK









