
 

 

Toombul Early Childhood 

Centre 

Family Handbook 
August 2021 

 

 

 

 



 

 

71 Hows Road Toombul  

QLD  4012 

Telephone: 3621 5340 
TECC@uccommunity.org.au 

 

 

 

TABLE OF CONTENTS 

Values 
Motto 
Mission statement  
Philosophy 
Disclaimer 
Welcome 
Introduction 
Centre Management 
Priority of Access 
Waiting list 
Service Approval 
National Quality Framework 
Procedure for dealing with concerns 
Privacy act 
Child Protection 
Parent participation 
Staff 
Staff absences 
Visitors, students, volunteers 
First Days 
Why Is Early Learning Important?  



 

 

On Your Way 
Government Assistance 
Fees and Payment 
Coming and Going 
Influences on Learning 
Uniting Education Early Learning Policies and Procedure 
Priority of Access 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please note the information contained in this booklet is brief and is 
to be used as a guide only. 

Policies, Procedures and Guidelines are in the Centre policy Folder in 
the foyer and on Story Park for ease of access. 

Please note that our policies are regularly reviewed.  We value your 
input into this review process. You will receive information 

regarding procedures that are currently being updated. 
 

Notices stating current information about groups and staffing at 
the centre are displayed at the Centre and on Story Park 



 

 

Toombul Early Childhood Centre 
Welcome 
The Uniting Church Queensland Synod is pleased to welcome you to Uniting 
Education Early Learning. The Uniting Church in Queensland has been serving 
families through childcare services, run by congregations and other church 
organisations such as Wesley Mission Queensland and UnitingCare since the 
opening of our first service, the Toowong Kindergarten and Child Care Centre, 
in 1964. From September 2021, all early learning services operated by the 
Uniting Church Queensland are consolidated within the Uniting Education Early 
Learning (UEEL) portfolio. UEEL embodies the Christian principles of love, 
forgiveness, respecting and serving others.  We utilise a play-based learning 
programme and are committed to the values of equity, inclusiveness and care 
for the environment. 
 
Introduction 
The Centre was financed jointly by the State and Commonwealth Government 
under the National Child Care Strategy 1992 - 1996.  The Centre was initially 
opened on May 6th 1996. 
 
Management of The Centre 
The Centre is managed by Uniting Education Early Learning.  
Write to: Manager; Early Learning Operations 60 Bayliss Street Auchenflower 
QLD 4066 OR Email: Early.Learning@ucaqld.com.au.  
  
Centre Director: Raija Taylor   
Mobile:   0409 663 543 
 
The child care Manager assists in strategic planning (budgeting, staffing, policy 
development and implementation, Workplace Health & Safety and children’s 
program guidance). Waiting list forms will follow the priority of access policy 
when allocating placement.  
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“We aim to make 
your time  with us 

full of fond 
memories!” 

  
 

 

 

 



 

 

Priority of Access  
 
The Australian Government funds childcare to support working Australian 
families, ensuring that all children have quality early childhood education and 
care. Due to the high volume of families needing our services Uniting Education 
Early Learning Centres have a waiting list and must allocate places to those 
families with the greatest need.   
 
Using Australian Government Guidelines, priority access to places within Uniting 
Education Early Learning Centres will be given to children in the following 
Priority categories:  
Priority 1:  A child at risk of abuse or neglect  
Priority 2:  A child of a single parent who satisfies or of parents who both meet 

the work/ training/ study test under sections 14 of the new Tax 
System [Family Assistance] Act 1999.   

Priority 3:  Any other child 
 
We ask interested families to visit our Centres before placing an application.  
There are some circumstances in which a child with a place in the Centre may 
be asked to relinquish that place or change days so that the Centre can offer 
service to a child with a higher priority – only if the parent has been notified of 
this policy upon enrolment and only with 14 days’ notice of the change.  
Within these main category’s priority is also given to children: 

- in Aboriginal Torres Strait Islander families. 
- in families which include a disabled person 
- in families on low incomes 
- in families from culturally and linguistically backgrounds 
- in socially isolated families. 
- of single parents. 

 
Service Approval 
Toombul Early Childhood Centre is an Approved Service operated by Uniting 
Education Early Learning for the Uniting Church in Australia, Queensland 
Synod, under the umbrella of the Approved Provider, the Uniting Church in 
Australia, Property Trust QLD (Q.). 
The Nominated Supervisor manages the day to day operation of the service 
and reports directly to the Area Manager, Uniting Education Early Learning.  
Under the Act and Regulations, we must comply with activities, experiences, 
programs and goals for knowledge and skill development; child to staff ratios; 



 

 

and educator’s qualifications. Our practices are linked to our Centre’s 
Philosophy about learning, child development outcomes and how they will be 
achieved.  You are encouraged to ask the Director or Educators if you have any 
queries relating to this type of information. 
 
The Centre holds a Service Approval to care for 61 children from birth to school 
age.  Our Assessment & Rating Process will be conducted in accordance with 
legislative requirements, and this determines the time between Assessment & 
Rating visits against the NQS.  We operate 7.00 am to 6.00 pm Monday to 
Friday.    
 
We have access and contact with an Early Childhood Officer from the 
Department of Education and Training & Employment in relation to legislative 
requirements.   
 
The Office for Early Childhood Education and Care also has an information 
service that parents can contact regarding legislative matters.  The information 
service phone number is 1800 637 711.   
 
National Quality Framework 
Toombul Early Childhood Centre is assessed under the regulation and quality 
assessment process of the National Quality Framework (NQF).  Under the 
Framework, the Centre is assessed across the seven quality areas of the 
National Quality Standards (NQS) and this rating will be displayed in the foyer.   
 
The NQS focuses on outcomes for children based on Educational Program and 
Practice; Children’s Health and Safety; Physical Environment; Staffing 
Arrangements; Relationships with Children; Collaborative Partnerships with 
Families and Communities; and Leadership and Service Management. The 
consistency and quality of the national system is monitored by the Australian 
Children’s Education and Care Quality Authority (ACECQA).  A key component 
of the NQS is the “Early Years Learning Framework” (further details are 
included later).   
 
Procedures for Dealing with Concerns and Feedback 
Toombul Early Childhood Centre encourages open communication and positive 
relations between all parents, staff and Educators. The process in the Policy 
Manual recommends that, where appropriate, any issues or concerns regarding 
the care of your child should first be raised with the educator. This gives the 
educator an opportunity to try to resolve the issue.   



 

 

 
Should the matter still remain unresolved, or if the matter is of such a nature that 
it is not appropriate to discuss within the service or with staff, then the Area 
Manager has an interest in resolving concerns before they become an issue. The 
Area Manager can be contacted through the service or you can ring the Uniting 
Education Early Learning Manager, Yolanda Borucki Ph: 0455886358. You can also 
write to, The Manager- Uniting Education Early Learning. 60 Bayliss Street 
Auchenflower QLD 4066 OR Email: Early.Learning@ucaqld.com.au. 
 
Regulatory Authorities Early Childhood Education and Care 
Department of Education Metro City regional office (Mt Gravatt) 
PMB 250 Mansfield DC Qld 4122  
Telephone: (07) 3028 8064  
Email: metrocity.ecec@qed.qld.gov.au  
OR Australian Children's Education and Care Quality Authority 
For further information see www.acecqa.gov.au 
   
 Privacy Act 

• All information about a child is strictly confidential and must not be 
given to anyone without the parents’ consent. 

• Phone numbers are not to be passed to other parents without 
parental consent. Permission must be sought from the parent 
concerned first. The centre policy is not to verify a child’s enrolment 
to anyone via the telephone or in person and without parental 
consent. Queries are to be answered: “I am sorry I am unable to give 
you information relating to children.” 

• The centre policy is not to disclose the names of children who may 
have caused injuries to other children while at the centre. This is to 
safeguard each family’s privacy. 

 
Uniting Education Early Learning complies with the Privacy Act 1988, and will 
only use personal information for the purposes they are collected for in 
accordance with the guidelines provided in the Privacy Act. 
 
Child Protection 
From July 1st 2017, early childhood education and care (ECEC) professionals 
will be mandated by law to report child safety concerns to the Department of 
Communities, Child Safety and Disability Services where there is a reasonable 
suspicion that the child has suffered, is suffering, or is at unacceptable risk of 
suffering, significant harm caused by physical or sexual abuse, and there is not 

mailto:Early.Learning@ucaqld.com.au
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a parent willing and able to protect the child from harm. Our staff report 
concerns but we are not responsible for investigating, for example: we do not 
take photographs of suspected abuse or question children with the purpose to 
investigate.” 
 
Family and Child Connect  
Family and Child Connect provides information and advice to people seeking 
assistance for children and families where there are concerns about their 
wellbeing. Families who find themselves in need of support can also contact 
Family and Child Connect services for advice and help. The service is designed 
to support vulnerable families by assessing their needs and referring them to 
the most appropriate support service.  
Where a family has multiple or complex needs and are willing to access 
support, Family and Child Connect services refer them to an intensive family 
support service.  You can contact FaCC on 13 32 64 or visit their website - 
http://familychildconnect.org.au/index.asp 
 
Centre Opening Times 
The centre is open from 7.00 am to 6.00 pm, Monday to Friday.  
 
Parent Participation 
Subject to current Health Dept. directives (COVID-19) 
We welcome active parent participation, however there may be times when 
access to the centre is restricted in the interests of ensuring the health and 
well-being of children and Educators as we have experienced through COVID-
19. 
 
Dept. of Health directives are strictly adhered to. 
We realise that time is very precious to you.  Some of the ways in which you 
can support us may take the form of: 
*     Contributing ideas for our policy reviews and educational      program. 
 *    Supporting our sustainability projects, composting, reclamation of natural 
environments 
 * Planning to share some special event with us, for example the birth of a 
new baby. 
* Bring recyclable materials / paper for painting or any other recyclable 
materials from home or work for the children’s use in play. 
* Attending periodic gatherings, for example, Easter Parade, Children’s 
Christmas Party, Grandparent’s Day, regular parent meetings etc. 
 

http://familychildconnect.org.au/index.asp


 

 

Staff 
Our Educators have been selected on their care - giving qualities and formal / 
informal knowledge, skills and experience and / or willingness to acquire these. 
You will find the staff friendly and approachable and they will assist you when 
they can.   
 
Staffing numbers are in accordance with our Licence requirements and we also 
employ two extra staff members to cover lunches, breaks to ensure that 
children are given as much individual attention as possible.  
Educators are required to hold a current first aid certificate and these are 
renewed 3 yearly with the CPR component upgraded yearly as required.   All 
staff are required to hold a current blue card for working with children.  
 
Educators are not available for babysitting out of hours. They are also unable 
to transport any of the children to or from the centre in their private cars. 
 
Educators adhere to our code of conduct and ECA Code of Ethics which is on 
display in the foyer. Information about staffing is on display in the foyer.  
 
Staff Absences 
From time to time, staff will be absent due to illness, holidays and in-service.  
We will always endeavour to provide familiar part-time/relief staff so as to 
provide continuity of care and minimum disruption to the children. 
 
Centre staff are encouraged to attend in-service training and professional 
development seminars throughout the year and staff are also given non-
contact time to program for the children.  Parents will be notified as soon as 
possible to any staff changes. 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

VOLUNTEERS & WORK EXPERIENCE STUDENTS, PARENT 
Refer to Volunteer Policy 

Subject to current Health Dept. directives (COVID-19) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
First Days 
Everyone’s journey into and through childcare is unique.  
We want to build a relationship with you and your child that will make 
memories, meet learning outcomes, and that is fun and exciting. 
We will work with you to make both you and your child feel safe and secure, 
understanding that starting out at Child Care can be stressful for everyone. 
We know there might be tears sometimes at drop off, and we encourage parents 
who are concerned to call after leaving to make sure their child has settled, and 
we will work with you to build a good leaving routine.  
Our staff will support you and your child to transition into the Centre and help 
build bonds with educators and centre staff that will make a real difference to 
learning.  
 
Uniting Education Early Learning develops your child’s interests and special 
needs into a personalised educational program. We will work with you to 



 

 

identify what your child needs and when they need it and build a pathway to 
learning and school transition that suits you.  
 
For the best outcomes we need to have the best relationships, so we encourage 
you to talk to us about how your child is connecting with the centre 
environment, the staff and the other children and we will always discuss 
challenges and triumphs with you. 
  
Every child is different. Some may take longer than others to settle in to a new 
environment, but with our caring staff and your involvement in the process we 
are sure that in no time at all we’ll be just another part of your family routine.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

“Staff are always polite, 

helpful, and 

knowledgeable as 

educators” 
Parent feedback – Toombul Early Childhood Centre, February 2019 

  

 

 

 

 



 

 

Why is Early Learning Important?  
A child's participation in an organised early childhood education program assists 
in developing their skills and abilities, the development of their cognitive 
abilities, and helps enhance social and emotional skills while interacting with 
their peers. 
 
Early childhood education helps children by: 

• creating a life-long passion for learning 
• helping them develop social skills 
• encouraging the development of fine motor and sensory skills 
• fostering language development and vocabulary 
• priming children to be creative 
• equipping them to cope with problem solving. 

 
Early learning paves the way for learning at school and throughout life. What 
children learn in their first few years of life—and how they learn it—can have 
long-lasting effects on their success and health as children, teens, and adults. 
Children learn more quickly during their early years than at any other time in 
life. They need love and nurturing to develop a sense of trust and security that 
turns into confidence as they grow. Our Educators are trained and skilled in 
supporting the development of young minds and seeing them come to their full 
potential, using interactive learning experiences.  
 
Through the use of our Story Park application, you can see our program, our 
policies and observations and stories about your child, their involvement and 
their progress towards their personalised learning goals.  
All Uniting Education Early Learning services are guided by the National Quality 
Standards and the Early Years Learning Framework.  
 
 
 
 
 
 
 
 
 
 
 

 

“Great Staff, 

love this place!” 

Parent Feedback - Toombul 

Early Childhood Centre, June 

2020 

  

 

 



 

 

On Your Way! 
 
We aim to make our Centre as much of a home away from home as possible, 
reflecting essential things to your family. We love to involve all forms of culture 
and diversity into our program to remember the community we care for.  
We want to be involved in what you do as much as you are engaged in what we 
do and will support you to build on your child’s learning and development after 
they’ve left us for the day.  
Working with you, we will engage your child’s interests and support their 
discovery of what the world has to offer them. Early Childhood Learning is the 
basis on which all other 
learning grows.  
We encourage parents 
to ask as many 
questions as they want, 
get involved in activities 
and let their children see 
how much fun it can be 
to learn and explore. 
 
Learn and explore! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

“Great staff and very safe 

environment” 

Parent feedback – Toombul 

Early Childhood Centre, 

February 2021 

  

 

 

 

 



 

 

Government Assistance  
The Child Care Subsidy (CCS) is a payment made by the Australian Government 
to help families with the cost of accessing quality childcare and early education.  
This is paid directly to the service to reduce your weekly fees.  
 

Receiving CCS is not automatic. You will need to apply for the CCS with 
Centrelink via the MyGov website – you can find instructions on the 
Department of Human Services website.  
 
Three things will determine your eligibility –  

1. The combined income of your family 
2. An activity test, which will determine how many hours of subsidised care 

you can access – up to 100 per fortnight 
3. The type of childcare service you access, which will determine the hourly 

rate cap.  
 
To be eligible, your child must meet immunisation requirements, and you must 
meet residency requirements.  
 
Two-parent families will both need to meet the activity test unless they are 
exempt, and the parent with the lowest entitlement will determine the hours of 
subsidised care the family are entitled to.  
 
Low-income families on $66,958 or less per year who do not meet the activity 
test will be able to access 24 of subsidised care per child per fortnight without 
having to meet the activity test due to the Child Care Safety Net.  
 
Step  Hours of Activity* Max. number of hours of subsidy per 

child  
1 8-16 hours  36 hours  

2 16-48 hours  72 hours  
3 More than 48 hours  100 hours  

 
*Per fortnight. Source: www.education.gov.au/child-care-subsidy-activity-test 
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Fees and Payment   
Uniting Education Early Learning services are not-for-profit. Your fees are 
required to pay wages for our highly qualified and experienced staff and 
purchase resources to support your child’s learning.  
As of March 1st 2020, fees are as below. 

Room  Daily Fee  Age (yrs)  No. of 
Children 

Staff  

Nursery  $109 0-2 12 3 

Toddler  $109 18mth-3 10 2 

Junior Kindy  $103 3-5 16 2 

Kindy  $103 3-5 22 2 
 * Fees are subject to change and will be reviewed annually.    

 
There is a once-off enrolment fee (equal to two week’s fees; minimum of $100) 
which must be paid before the first day of attendance.  This will be refunded 
upon withdrawal from the Centre only if withdrawal is more than three months 
after enrolment and if there are no outstanding fees. Outstanding accounts will 
be forwarded to debt collection agencies and costs added to the outstanding 
amount.  
 
Accounts  
Invoices are sent via email each fortnight in advance and are due for payment 
by the last working day of the fortnight covered. Parents are encouraged to 
make payments in accordance with the billing cycle, and alternate payment 
patterns must be negotiated with the Director.  
 
Fees must be paid in full to hold your child’s place at the center, and fees are 
payable for public holidays and when your child is absent. Any Center closure 
dates will be provided prior to closure.  
 

Access more information about the 

Child Care Subsidy, Activity Test and 

use an online estimator at                

education.gov.au/ChildCarePackage 

Centrelink can be contacted in 

person, by phone on 136 150 or via 

the MyGov website 

  

 

 

 

 



 

 

If payment is not received by the due date, your account will be outstanding. If 
your account is outstanding, you will be contacted by the Centre Director and 
your family will not be provided with care until the account is settled. Families 
experiencing genuine hardship should contact the Director to discuss payment 
options.  
 
Payments  
Payments are to be made via Direct Deposit – other options can be discussed 
with the Centre Director.  
Payments are made to:  

Bank: ANZ 
BSB: 014 002 Account: 835600784 
Account Name: Uniting Church in Australia Property Trust (Q) T/A  

UnitingCare Community 
 

Please write your name and the initials of the Centre in the reference section:  
Toombul Early Childhood Centre:   TECC  

 
If you need to discuss fees or payments please see the Director, as Educators are 
responsible for care of the children not administration.  
 
Families are liable for any bank charges incurred in fee payment processes. 
Charges incurred by Uniting Education Early Learning may be added to your 
account.   
 

Late Fee  
Toombul Early Childhood Centre closes promptly at 6pm. Children who remain 
in the Centre beyond this time will incur additional care charges of $30.00 per 
15-minute block until such time as the child is collected.   
 
Families who are consistently late in collecting their child(ren) may forfeit their 
place at the Centre – notice in writing will be provided 48 hours prior to this 
action.  
 
If a child has not been collected and all reasonable attempts have been made to 
contact authorised persons, Police and the relevant Family Services department 
will be contacted.  
 
 

 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 

Coming and Going  
Each child must be signed in and out of the Centre each day that they attend. 
This is for both your child’s safety, as well as a legal requirement.   
We use these records if there is an emergency, and to calculate the Child Care 
Subsidy.  
 
Folders for signing in and out are located in the foyer – ensure you enter the 
time in/out, print your name and sign in the areas provided.  
When you are leaving, please ensure that a staff member is made aware of your 
departure.  
 
To ensure the safety of all children, no child will be released into the care of any 
person who is not registered as authorised by the parent/guardian. You will be 
asked to provide these details at enrolment and it is the Parents responsibility 
to ensure these details are kept up to date. People who are not known to staff 
may be asked to provide photo ID.  
 
Absences  
If your child will not be attending scheduled times/days, either for a day or 
longer, please notify the Centre before 9:00am on the day and ensure you 
complete the sign-in sheet when you next attend.  
 
Under the Childcare Management System, each child is eligible to 42 days of 
absences per financial year without proof of reason. If you exceed this it may 
affect your childcare subsidy.  
 
Withdrawal 
Two weeks’ written notice is required before reducing days / withdrawing from 
the service. Forms are available from reception.  
 

“Best connection                  

with children” 

Parent feedback – Toombul 

Early Childhood Centre, 

January 2019 

  

 

 

 

 



 

 

If families who do not provide correct notice, they will be charged full or higher 
rate fees for two weeks in lieu of the written notice.   
 

 

Influences on Learning Programs 
Early Years Learning Framework  
The Early Years Learning Framework is a National Framework covering children’s 
learning from birth to five years – the years that are vital for learning and 
development. 
 
Educators at Uniting Education Early Learning use the framework to develop 
learning programs, in partnership with families, that are responsive to your 
child’s ideas, interests, strengths and abilities, recognising that children learn 
through play and interactions with their environment and community.  
 
The Early Years Learning Framework describes childhood as a time of belonging, 
being and becoming.  

• Belonging is the basis for living a fulfilling life. Children feel they 
belong because of the relationships they have with their family, 
culture, community and place.  
 

• Being is about living here and now. Childhood is a special time in life 
and children need time to just ‘be’ – time to play, try new things and 
have fun.  

 

• Becoming is about the learning and development that young children 
experience. A child’s sense of identity starts to form in these early 
years, and this will shape the adult they will become.   

 
Using the Framework’s five learning goals, our Educators  
will assist your child to develop: 

• A strong sense of identity 

• Connections with their world  

• A strong sense of wellbeing  

• Confidence and involvement in 
their learning  

• Effective communication skills.  
 
 
 



 

 

Queensland Kindergarten Learning Guide   
Our Centres offer Kindergarten and School readiness programs, delivered by 
Teacher Qualified Educators as part of an approved Kindergarten Program under 
the Queensland Kindergarten Learning Guideline (QKLG). Please ask for fee 
information.  
 
The QKLG reflects the view that learning occurs as part of, and is shaped by, the 
social and cultural interactions between children, teachers, colleagues, families, 
community members and professional partners and is aligned with the Early 
Years Learning Framework. It adopts a holistic perspective on teaching and 
learning that:  

• Promotes social, emotional, physical and cognitive development and 
wellbeing  

• Views children as diverse learners, who 
are competent an creative meaning-
makers  

• Encourages children to investigate and 
explore materials and ideas through play 
and purposeful interactions  
 

National Quality Framework 
The National Quality Framework sets a national benchmark for Early Childhood 
and Child Care services, providing greater consistency.  
The Framework has improved educator-to-child ratios, increased skills and 
qualifications and provided a way for families to make an informed choice about 
services for their children.  
The Framework influences educational programs and practice, children’s health 
and safety, physical environments, staffing arrangements, relationships with 
children and collaborative partnerships with families and communities.  
The framework emphasises learning through play, providing the most 
appropriate stimulus for brain development. Through creating a challenging and 
stimulating environment, we aim to guide your child on the path to becoming 
an effective learner.  
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Strengthening Inclusive Practices in Early Childhood Intervention Services: 
Best Practice Guide 
Uniting Education Early Learning curriculum is guided by evidence based 
frameworks and reflective strategies noted in the Strengthening Inclusive 
Practices in Early Childhood Intervention Services: Best Practice Guide.  
Best practice includes: 

• Use of a change framework 

• Use of reflective practices 

• Seeking ongoing feedback 

• Setting up a professional 
support network 

• Ensuring everyone has access to 
support and supervision 

• Promoting participation in Early 
Childhood and Child Care 
settings 

• Environmental adaptations 

• Using natural environments and 
routines 

• Promoting, engaging and 
responsive caregiving and 
service delivery 

• Building strengths and capacities 

• Promoting attitudinal change 

• Providing specialist support 

 
Our Learning Environment  
Our education and care takes place in flexible indoor and outdoor spaces where 
children are encouraged to investigate the world around them, indulging their 
natural curiosity and desire to learn. Children are supported to engage in 
challenging outdoor play experiences which facilitate the development of a 
confident self-identity, problem solving skills growing independence and 
resilience. 
 
We believe that effective early childhood education and care environments are 
instrumental in laying strong foundations for positive life outcome. Our 
programs are based upon a strong diversity ethos, and that each child is a 

EARLY CHILDHOOD AUSTRALIA’S CODE OF ETHICS 

Our Educators are guided in their work by the ECA 

Code of Ethics and it’s values of: Respect, 

Democracy, Honesty, Integrity, Justice, Courage, 

Inclusivity, Social and Cultural Responsiveness 

and Education. 

The code sets out the protection and wellbeing 

of children as paramount and that speaking out 

and/or taking action in the presence of unethical 

practice is everyone’s responsibility.  It details 

our practice and commitment in our work 

regarding: children, families, colleagues, 

communities, students, my employer, my 

professional career and research. 

 

 

 

 



 

 

uniquely and wonderful made creation, each with their own wonderful gifts and 
talents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Policies and Procedures  
Our Centres have several policies and procedures that relate to how we care for 
your child. Our policies are in the foyer of each centre and are available for you 
to view at any time. For any more information about Uniting Education Early 
Learning policies please speak with your Centre Director.  
 

Accidents and Incidents  
The service takes safety seriously and conduct thorough risk assessments and 
regular checks on all play areas and equipment.  
A First Aid qualified staff member is always on site.   
 
Health and Hygiene 
Toombul Early Childhood Centre actively encourages children, staff and visitors 
to practice good personal hygiene to minimise illness. We encourage both staff 
and children to stay at home if they are ill – making their recovery faster and 
reducing the likelihood of infection.  
 
If you come to the Centre and your child is unwell you may be asked to make 
alternative arrangements for their care for the day.  
 
If your child becomes ill during the day documented first aid will be provided, 
and you may be asked to collect them early.  
 
 

 
Sustainability  

Uniting Education Early Learning take an 

active role in caring for their environment 

and contribute to a sustainable future  

  

 

 

 

 



 

 

Emergency Evacuation  
Emergency evacuations and lockdown procedures are practiced regularly at 
Uniting Education Early Learning and each Centre has individual plans for local 
emergencies. All Centres have fire extinguishers and the sign-in book is used for 
‘roll call’ should an emergency occur.  
 

Immunisation  
As part of your enrolment you will be asked to provide details of your child’s 
immunisation status. If an infectious disease is detected in the Centre, children 
who are not immunised may be excluded for their wellbeing.  
Toombul Early Childhood Centre strongly supports Queensland Health’s 
Immunisation Schedule.  
 
Medication  
If your child requires medication while they are the Centre, you must provide a 
Practitioners Letter and the medication must be presented in original 
packaging with a printed label that includes the child’s name, dosage, expiry 
date and storage requirements.  
 
Any Practitioner letter should be presented on Practitioner’s letterhead and 
must include:  

• Child’s name 

• Date  

• Name of medication  

• Times to be given 

• How it is to be administered 
(with food etc)  

• Duration of medication  

• Why medication is required  

• Practitioner’s name and 
signature  

 
Parents must complete an authorisation sheet for medication each day the 
child requires the medication. Medication must be handed to a staff member 
and must not be left in the child’s bag.  
 

Nutrition  
All meals are prepared according to the Food and Nutrition Accreditation 
Guidelines and are prepared by an on-site cook.  All menus are displayed in each 
room and we encourage feedback from families. 
 
Cultural Diversity  
Toombul Early Childhood Centre programs are based on a strong diversity ethos, 
with an understanding that each child is a unique and wonderful creation with 
their own gifts and talents.  



 

 

We provide opportunities for all children develop an understanding of different 
cultures and foster an awareness and acceptance off these cultures by 
integrating multiculturalism into our programs.  
 

 
 
Confidentiality  
We value your privacy and comply with the Privacy Act 1988.  
Information about you and your family will not be given out without your 
consent. This includes verifying your child’s enrolment at our Centre.  
 
Staff will not provide details of other children to parents of the Centre, including 
divulging information that may pertain to one child causing an injury to another.  
 

Sun Protection  
We take care to protect children and staff from direct exposure to the sun. 
Children will have 30+ sunscreen applied before going outside and no outdoor 
play is permitted without a hat.  
 



 

 

We recommend parents pack clothing for their children that is suitable for 
wearing outdoors in the sun, including a hat, longer sleeved t-shirts and loose 
clothing that covers their body.  
 
If appropriate clothing is not available for a child, they may be excluded from 
outdoor play.  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

“Great Centre, the Children’s 

Menu is great” 
Parent Feedback - Toombul Early Childhood Centre, 

August 2019 
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mailto:raija.taylor@uccommunity.org.au

