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Our mission statement…….. 

Encourage curiosity and  

foster individuality  

Cheryl and Ron Beale along with Gordon and Suzanne 

Daley bring over twenty years experience to their cen-

tres. With their backgrounds in education and nursing, 

their experiences and knowledge in these areas contrib-

ute to this warm and nurturing environment for chil-

dren, families and staff. We welcome you to our Centre 

and hope that you and your children have many happy 

memories of your time here with us.  

1 



 

 

Facebook 
Follow us on Facebook to be kept up 

to date with all the latest information 

and useful links and ideas. Find us by 

searching “Giggles Childcare Centre”  

or “Atlas Childcare Centre” 

Smart Phone App 
Download our app from the app store 

to be kept up to date with all our up 

coming events and fun days. Search 

us in the app store, “Giggles Child-

care” or scan the QR code below. 

Welcome 

Welcome to our Centre, this package has been created to help pro-

vide you with all the information you need to know about helping 

your child settle into childcare at our centres. 

You will find a variety of information inside, as well as helpful tips, 

however if there is anything you are unsure about please let us 

know. 

Here at Giggles Childcare and Atlas Early Learning centre we view 

all children as unique individuals, throughout the day we provide 

the children with a range of experiences to assist the children in 

developing skills, concepts, promoting their language development, 

social development, sensory awareness and motor skills. 

We view parents as partners in the education and care of your 

child. We welcome both parents and guardians to come and spend 

time in the room with their child/ren.  

Within our current curriculum we embrace the EYLF and Being, Be-

longing and Becoming. We document our daily reflections, learning 

stories and observations to create our program. From all the docu-

mentation the educators are able to follow-up ideas for the chil-

dren to ensure they are developing a range of skills and interest. 

The information is then used to determine what to change and add 

to tomorrow’s curriculum. 

 

Visit our websites: 
www.giggleschildcare.com.au 

www.atlaschildcare.com.au 
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Children 

We have a holistic view of children and believe we cater for the whole child extending their independence and providing choices.   
(NQS = Quality Area 5)  
(EYLF Practice - Holistic Approaches) 

Our primary focus is on nurturing, caring and providing consistency for children in our care, through our play based learning environment.  

Families: 

We value our partnerships with families as this allows us to acknowledge that they are the first and most influential educators in children’s 
lives.  

(NQS = Quality Area 6)  
(EYLF Principle - Partnerships with families) 

Through our open door policy, we provide a bridge between care and home to ensure that the links are relevant and nurturing while also wel-
coming parents contribution and involvement.  

(NQS = Quality Area 6)  
(EYLF Practice - Continuity of learning and transitions) 
(EYLF Principles - Partnerships with families) 

Constantly providing opportunities for families and staff to evaluate all aspects of the centre through our suggestion box and verbal discussions.  
(NQS = Quality Areas 4,6,7)  
(EYLF Principles - Ongoing learning and reflective practice) 

We acknowledge that children and their families bring diverse experiences, perspectives, expectations, knowledge and skills to the centre and to 
their children’s learning.  

(NQS = Quality Areas 1, 5, 6)  
(EYLF Practice - Cultural competence)  
(EYLF Principle - Partnerships with families) 

Community:  

We feel it is important to invite and include our wider community into the centre. We do this by utilising local business pamphlets and bro-
chures to be available for parents to use as resources. We also invite local police and fire departments to  

make themselves known to the children.  So children know they are an important and valuable part of our community. We as a  
centre also make use of our community to gain resources, support and knowledge.  

(NQS = Quality Area 4, 5, 6, 7)  
(EYLF Practice - Cultural competence) 

We acknowledge the importance of building relationships with the community around us as it plays a vital role in children’s lives.                  
(NQS = Quality Area 4, 6, 7)  
(EYLF Practice - Responsiveness to children) 
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Our Philosophy 

Educators: 
Extending staff knowledge and skills through training opportunities is vital therefore all educators are encouraged to attend  
in-services as well as engage in ongoing learning.  

(NQS = Quality Area 4)  
(EYLF Principle - Ongoing learning and reflective practice)  

We constantly use reflection in our everyday work practices through our evaluations, self reflections and discussions. 
(NQS = Quality Area 7)  
(EYLF Principle - Ongoing learning and reflective practice) 

We consistently work in collaboration with one another to support and extend our knowledge to continually enhance our practice and skills.  
       (NQS = Quality area 7) 
      (EYLF Principle - Ongoing Learning and reflective Practice) 
      (EYLF Practice - holistic Approach)     

 

Programming & Education: 

Here at Giggles and Atlas we aim to create an environment where we actively promote the education, play and care of children into all aspects of 
our day.  

(NQS = Quality Areas = 1, 2)  
(EYLF Practice - Learning Environments) 

Here at Giggles and Atlas we value children’s thirst for knowledge and their curiosity. We believe it is through play and discovery that children ask 
questions which we can answer and extend by asking further open-ended questions as we discover together.                                      

(NQS = Quality Area 1, 5)  
(EYLF Practice - Learning through play) 

The early years learning framework provides us with a platform from which we have a vision to extend and enrich children’s lives. We use the 
early years learning frameworks outcomes, practices and principles to provide a balanced child approach to teaching.             

(NQS = Quality Area 1)  
(EYLF Principles - Ongoing learning and reflective practice) 

Providing an educational program that is interest based, includes children’s current knowledge, culture, abilities and all key learning areas that are 
integrated into all aspects of children’s learning and play within the outcomes and the early years learning framework. 

(NQS = Quality Area 1)  
(EYLF Practice -Learning through play) 

Establishing and maintaining relationships between staff and families that are supportive, considerate and open. We encourage families to help guide 
their children’s learning by identifying their interests to be used in our curriculum.  

(NQS = Quality Area 6)  
(EYLF Principle - High expectations and equity)   

Viewing children as active participants and decision makers in driving the curriculum to enhance their learning. 
(NQS = Quality Area 1)  
(EYLF Practice -Responsiveness to children) 

3 



 

 

 

 

Environment 

Providing an environment that embraces Australian society where all children feel respected and valued for who they are, while respecting those 
around them.  

(NQS = Quality Area 5)  
(EYLF Practice - Cultural competence) 

Our diverse menu caters for cultural backgrounds, intolerances, food allergies and religious beliefs whilst meeting daily nutritional requirements.  
(NQS = Quality Area 2, 5)  
(EYLF Practice - Cultural competence) 

Providing a healthy, safe and sustainable environment that has risk management procedures in place.                                                    
(NQS - Quality Area 2, 7)  
(EYLF Practice -Learning environments) 
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Fees: 

We strive to provide quality 
care for your child, so therefore 
we ask for your co-operation in 
the prompt payment of fees. 
Our Centre policy is that fees 
are to always be two weeks in 
advance. Each fortnight state-
ments will be emailed to your 
selected email address. Here at 
our centres our families pay via 
Ezi Debit which is a direct debit 
system we have in place. The 
fees are automatically deduct-
ed from the nominated ac-
count. Statements are emailed 
out fortnightly with the amount 
that will deducted from your 
account.  

 

 

Annual Enrolment Fee:  

Each year an annual enrolment fee will added to your account once re-
enrolments are confirmed for the following year. This enrolment fee is non 
refundable and  will only remain paid as long as you are enrolled in the cen-
tre. If you give your notice to leave the centre this will need to be re-paid if 
your decide to reurn 

Bond: 

On commencement at the Centre you are required to pay a bond. This bond 
is refundable to you once you leave the Centre provided there are no fees 
outstanding and you have given two weeks notice. The bond WILL NOT be 
refunded if you choose not to start at the Centre. Once you leave the Centre 
you will be asked to complete a form with bank details and your bond will be 
refunded once we receive your  last government payment. 

Resignation from the Centre 

When terminating your child’s place, we require two weeks notice in writing.  
Failing to do so will result in your bond being forfeited.  Please note if it is 
agreeable by both parties to fill the position earlier we will endeavour to do 
so. 

Withdrawals or Changes of Days 

We require two weeks notice should you withdraw your child or should you 
wish to change days. In the latter case, the Director should be informed and 
you may need to be placed on a waiting list until your required day becomes 
available.  

Sick Days/Public Holidays/Holidays 

The Centre is closed on all public holidays and these must be paid for if it is 
your child’s regular day of attendance. 

CCB/CCR will still be paid up to 42 absent days. After 42 days you will need 
supply documentation to support your leave to be entitled to any benefits.  

If your child has been away due to a contagious illness i.e. chicken pox you 
will need to supply a medical certificate and then a doctors clearance to say 
your child is fit to return to the Centre 

When you are on holidays you pay your fees as normal. 

Sheet Set: 

Sheet sets can be purchased from the centre. They need to be placed in a 
separate drawstring bag to reduce the risk of cross contamination. 

Fee Structure  
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AM I ENTITLED TO ANY BENEFITS 

 

These apps are a 

great way to track 

your payments to en-

sure they are always 

active and current. 

CCB/CCR Childcare Attendances 

Childcare Benefit (CCB) - Is means tested on your combined income as a family. More information can be 

found on eligibility by following the link below.  

Childcare Rebate - Is capped at $7500 per year and you must meet the work/study/training hours to receive 

this payment. 

To help all families keep track of their CCB/CCR to avoid reaching the limit or having payments stopped with-

out notice there is an app called FAMILIES. This app tells you weekly your child’s attendance here at the centre 

as well as any payments made with an ongoing running total of CCR. This will help those families know when 

they are reaching the CCR cap ($7500). At this time we would like to remind you all that your payments be-

tween Human Services (Centrelink) has nothing to do with the centre and should there be any problems with 

incoming payments you will be charged FULL FEES until the issue is fixed between yourself and Human Services 

(Centrelink)  

 

 

It is your responsibility to ensure that all your CCB/CCR is always  up to date with department of 

human services. If your CCB/CCR is cancelled at any time it is your responsibility to follow up 

why. At this time you will be charged full fees from the centre. 

Childcare benefit is a payment made by the government to help families with the cost of quality childcare. A 

families eligibility is subject to an income test which is administrated by the department of human services (DHS) 

It is the responsibility of the parent to register for childcare benefit. Information can be accessed from the DHS 

office, phone them directly on 136150 or visit their website www.humanservices.gov.au 
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Settling into care 

If your child’s distracted 
when it’s time for 
you to leave, you 

might feel tempted to 
sneak out without 

them noticing. This 
can make children more 

upset. They realise 
you’ve gone and 

haven’t had a chance to 
say goodbye. It’s 

best to let your 
child know you’re going 

and say that you’ll 
be back later. 

Your feelings 

Beginning child care is a major transition and can be both an exciting 
and emotional time for children and parents. Although it’s difficult, 
it’s important for you to be positive with your child about the experi-
ence. Children have an amazing ability to pick up on when their par-
ents are worried or anxious, so try not to share your worries or anx-
ious feelings with your child. 

Preparing for a new care environment 

Preparing children for their first day in care will help them settle more 
easily. Here are some ideas for the weeks leading up to your child’s 
first day: 
Ask the centre for a copy of its daily schedule and incorporate it into 
your child’s routine. Try to synchronise lunch, play and nap times so 
your child needs less time to adjust when care starts. 
Read picture books with your child about starting care. Make up sto-
ries you can share with your child about the experience. It’s good to 
include all the feelings and experiences your child might go through 
(happiness, fun, friendship, sadness, anxiety, apprehension and tired-
ness). 
 Familiarise yourself and your child with the new care envi-

ronment and carers by making short visits together to the 
setting. Your child will get used to the new smells, toys, 
sounds, faces and voices during this time. Gently encourage 
your child to play with the toys and do some activities while 
you’re there. 

 Have positive conversations with your child about the new 
environment, friends, carers and activities. 

  If you’re feeling distressed after seeing your child upset, call 
the centre about half an hour after you leave to see how 
your child is. Most children stop crying shortly after mum or 
dad goes. 
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Settling into care 

Factors affecting how children settle 

Children have different experiences of settling into 
child care. The way they settle can be affected by: 

Temperament, which will affect the way they re-
spond to any sort of change, including a new care 
setting personal preferences, such as how they 
like to be fed, how they like to be comforted and 
soothed, and how they ask for and accept affec-
tion.  

Age and stage of development - for example, ba-
bies (less than six months) are often happy to be 
left with carers because they haven’t yet devel-
oped separation and stranger anxiety. 

Number of days in care - for example, a child who 
attends care one day a week will often take longer 
to settle than a child who attends five days a 
week. This is simply because children attending 
fewer days a week have less time to become fa-
miliar with and comfortable in their new setting. 

Separation and stranger anxiety 

Separation anxiety (baby gets upset when you 
leave them) and stranger anxiety (baby gets up-
set around other people) are a normal part of 
development. Almost all babies and children go 
through them to some extent. They usually start 
at around six months and peak at 12 months, 
though older children can also experience sepa-
ration anxiety. 

Around six months, babies develop an under-
standing of object permanence. This means your 
baby understands that you exist, even when 
you’re not with them. Unfortunately they don’t 
understand that you’ll be back if you leave them, 
so they might initially get upset when you go. 
This generally passes once they learn, through 
experience, that you’ll come back. 

This is all going on just as many parents are 
thinking about going back to work and leaving 
their child in care. It’s not your fault it’s just how 
babies develop. 

Try not to worry children usually adjust as the 
new faces in their care setting become familiar. 
You can help your child overcome these anxieties 
by spending some time together in the new care 
setting, before you start leaving your child there 
without you. If you can, try leaving your child for 
just short periods, and build up to a whole day. 
This will help teach your child the concepts of 
leaving and returning. 

This doesn’t mean you can’t show your feelings 
though you might like to share them with your 
partner, a friend or a family member who can 
give you some support during this emotional 
time 
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Centre Information 
Arrival at centre: 
 Sign your child in on the sign in  sheets located in the foyer 
 Place your child’s bag in their locker 
 Please place all bottles, nappies and dummies in appropriate places if required 
 Place sheets in the allocated sheet basket 
 Notify an educator that you have arrived and pass on any relevant information to the educators to ensure a 

smooth transition for your child. This could be broken sleep the previous night, medication etc. 
 Ensure you say goodbye to your child to ensure that they are aware you have left and trust that you will re-

turn later. 

Departure from the centre: 
 Always remember to sign your child back out. 
 Remember to grab all of your items to take home EACH DAY bag, dummies, jumpers, comfort items, 
      hats, shoes & socks, water bottles and sheets on your last day of attendance for the week. 
 Make sure an educator is aware that you are now taking your child home 

Routines: 
Routines are displayed in the rooms on the information noticeboards. If you require a copy please see an educa-
tor for a copy. 

Policy Folder: 
All our Policies are found on the front counter in our policy folder for you to read at any time. The Policies are re-
viewed annually and any input from families is welcomed. 

Medical Alert Board 
We have a medical alert board located in our foyer and rooms. This board is to alert our families of any infectious 
diseases that have been reported to the centre. We will record the date/dates it was reported and place an infor-
mation sheet regarding the infection. 

Educators at the centre 
All educators will hold a minimum of Certificate III, Diploma in Children services and Early Childhood degree. We 
employee Trainee’s who will be studying towards a certificate III whilst working at the centre. 
At all times there will be an educator trained in asthma, anaphylaxis and first aid. All educator’s are required to 
be cleared with a working with children check.   

Parent Grievances 

We welcome parent’s comments and concerns in any area of our work and encourage parents to speak with us if 

you have any concerns or comments that may help us improve our centre or our performance. Should you have 

any concerns, you may fill in a “Parent Concerns” form that is located on the notice board in the foyer.  You are 

welcome to speak to the Room Leader or Director at any time with any questions or concerns. 
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What to bring each day: 
 Your child’s bag 
 Bottles—please provide enough bottles for the required amount your child will need through out the day. If 

your child requires a formula bottle, please provide the formula already measured out in a formula contain-
er. ALL BOTTLES MUST HAVE A LID 

 Dummies (if required, minimum of 2) 
 Nappy cream (if required) 
 Several undies, pants, shorts, shirts, jumpers and socks—variety of seasons all clearly labelled  
 If your child is toilet training, it is a good idea to pack a spare pair of shoes  
 Bed sheets—bed sheets can be purchased from the centre if your child is on a bed. If your child is still in a 

cot, cot sheets are provided by the centre 
 Wide brim hat, clearly labelled 
 Comforters, if required for sleep time 
Please ensure all bottles and dummies have caps on all of them 

What NOT to bring to the centre: 
 Food—NO food is to be brought from home, all meals are provided at the centre 
 Toys—unless it is a comforter for your child at sleep time, all toys are to be left at home. This is to ensure 

that no toys are lost or broken 
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Sign in / out sheets 

Each day it is a legal requirement to ensure that your children are signed in on arrival and signed 

out on departure. These records are used in case of an emergency and to help verify your CCB 

hours here at the Centre to the government. 

On arrival at the Centre you are required to: 

 Sign next to your child’s name with a signature and time of arrival 

 Make an educator aware that your child is here 

On departure from the Centre you are required to: 

 Sign next to your child’s name with a signature and time of departure 

 Ensure you have all your child’s belongings 

 Make an educator aware that your child is leaving for the day 

No child will be released into the care of any other person without written consent from the parent / 

legal guardian. If your child is being picked up by someone different please let them know that they 

will need to bring photo identification. 

In the event that your child is here after closing hours, there is a late fee  of $5 per minute. 

If you are running late please ensure you call the Centre and let the educators know. If we haven't 

heard from you, the person in charge will attempt to call your emergency contacts. 

Failure to have any form of contact with the centre 0.5 hours after business hours  will result in the 

Centre having to follow the Child Protection Policy. 
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Health and safety   
 
Illness  

AS WE ALL KNOW  NOTHING IS BETTER THAN YOUR OWN HOME AND BED WHEN YOU’RE NOT FEEL-
ING WELL…… 

Please remember to consider when your child is ill, and keep them home for their own benefit as well 
as others.  If your child is sick during the day you will be asked to collect them.  It is impossible for our 
staff to give sick children the extra attention that they need without adversely affecting the care given 
to the other children at the centre. 
Our Centres follow the guidelines as set down by the Department of Health of NSW in regards to infec-
tious diseases.  With so many children attending the centre, we must ensure the well-being of all the 
children.  Therefore, children with infectious diseases are not permitted in the centre, parents are re-
quested that if their child has an infectious disease please advise the Director immediately so that oth-
er parents can be informed via a notice on our medical alert board.  Children showing signs of any in-
fectious disease will be asked to stay at home until a Doctor’s clearance certificate is presented to the 
office or staff on duty. 
If your child develops symptoms of an illness that cannot be relieved by ‘Authorised Panadol’ you will 
be required to collect your child.  It is at the Directors discretion as to whether the child is to be sent 
home, parents must respect and consider this decision as final. 

If your child does develop an illness at the centre you will be asked to sign our illness report. 

Accidents 

In the event of an accident, you will be asked to sign an accident report prepared by the staff member/
witness. These details, the incident and the medical procedure carried out by staff will all be docu-
mented. Staff will make a copy of this report for you. 

A staff member will contact the parents to inform them if a  child has received any type of head injury, 
even if it seems minor. 

In the event of a serious accident where the child requires treatment, the Director will contact the par-
ents immediately.  If you are unable to be contacted, your elected emergency contact will take your 
place.  In the event of being unable to make any contact, the Director reserves the right to call an am-
bulance. 

Access to potentially dangerous substances 

All products and equipment used at the centre have a Material Data Sheet from the manufacturer. This 
MDS contains first aid information and safe storage of the product. Potentially Dangerous Products are 
stored in locked cupboards and are not left where they are accessible to children. Areas where danger-
ous substances are located are marked with a “DANGEROUS” sign.  
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Health and safety  

 

 

Medication 

It is our Centre’s policy to only administer prescription medication. Medication MUST be in its original 
container with the child’s name, dosage and time. This information must be entered on a medication 
permission form which will be handed to you by a educator.  Medication is then handed to the educator 
who will place it into the locked refrigerator or locked cabinet.  Parents are requested to take all medi-
cation home each evening. Medication must always be removed from children’s bags and handed to a 
staff member. 

Asthma 

You will need to supply your own Nebulizer / Spacer – clearly labeled with your child’s name.  You will 
also need to complete an Asthma Emergency Plan of Action for our records this must be updated annu-
ally. Please advise the centre if your child has been recently diagnosed with Asthma.  

IT IS FUNDAMENTAL THAT YOU ENSURE EMERGENCY CONTACTS ARE RELIABLE  AVAILABLE AND UP-
DATED. 

Nappies: 

If you forget to bring in nappies and the Centre needs to supply these for the day you will be charged 
per nappy used. 

Panadol 

If your child has a temperature or if they are teething we will contact you for your consent. Only one 
dose of Panadol will be administered. If symptoms still persist you will be contacted again to collect 
your child.  Parents must respect and consider this decision as final.   

Health and Safety Information 

Health and safety information is available to all parents at the centre. We have a brochure display 
providing information for families covering various health and safety issues. 

Building and Equipment 

The centre has written policies and procedures for safety checks, maintenance of buildings and equip-
ment. Should any parent wish to offer their views on the safety of buildings and equipment, please do 
so by completing  the Building and safety form which you can obtain from management . 
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Sun Safety  

 

Please ensure that you follow the SunSmart recommendations as we are a SunSmart centre. Ensure 

that your child is always wearing clothing with sleeves, shoes that have support around the back of the 

foot & wide brimmed hat. We supply sunscreen to be applied on arrival. 

 

 

 

 

 

 

 

We ask you not to bring any food or drinks from home into the centre as we have children with aller-

gies from moderate to severe.  

All our meals are provided  

 

 

Allergy Requirements  
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Immunisation  

From January 2014  NSW regulations changed that all Centre's must have a copy of your child’s Im-

munisation statement. It is your responsibility to supply the Centre with the most up to date copy of 

your child’s Immunisation statement. If your immunisation’s are not up to date centrelink will stop 

your childcare benefit/rebate payments. 

All families are sent a copy after the 18month and 4years vaccinations. However you can obtain a 

copy by: 

 

 Downloading the Medicare App. This will always have the most 

up to date Statement that you can email to the centre at any 

time. 

Request a statement via email acir@medicareaustralia.gov.au  

Calling the Australian Childhood Immunisation Register on 1800 653 809  
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Useful Links 

http://www.humanservices.gov.au/customer/themes/families 

 

 

http://www.mychild.gov.au/ 

 

 

 

http://www.acecqa.gov.au/ 

 

 

 

http://www.health.nsw.gov.au 

 

 

http://www.nutritionaustralia.org/ 
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http://www.kidsafe.com.au/ 

 

 

http://www.sunsmart.com.au/ 

 

 

http://www.sidsandkidsshop.org 

 

 

http://allergy.org.au/ 

 

http://www.nhmrc.gov.au/_files_nhmrc/publications/

attachments/

ch55_staying_healthy_childcare_5th_edition_0.pdf 

Home Language Translations 

We have access to a plethora of information, such as health, safety, nutrition information, common child-

hood complaints to name a few, these may be helpful to you and your family. Should you require any 

information in your home language, please let us know.  

http://www.sidsandkidsshop.org/
http://allergy.org.au/
http://www.sunsmart.com.au/
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCLexi92M2scCFYbipgodSh0C3w&url=http%3A%2F%2Fwww.kidsafensw.org%2F&psig=AFQjCNE2Yi20pY12SzmGD7ZglTRS0aangQ&ust=1441343399751155
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCNCy9e2P2scCFUZ9pgodeBkP1w&url=http%3A%2F%2Fwww.snipview.com%2Fq%2FSunSmart&bvm=bv.101800829,d.dGY&psig=AFQjCNEtoSHvfJt8CKxV3PpES_pX0nCJmg&ust=14413442374
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCJyHpKiQ2scCFYbapgodY44C4Q&url=http%3A%2F%2Fwww.baysidefamilydaycare.com%2FEducatorTraining%2Findex.html&bvm=bv.101800829,d.dGY&psig=AFQjCNEp6OnBz5HvAPSl3

