Information Handbook

Kidz Club Child Care
and Educational Centre
Contact Us 8265 6605
Our family owned and operated service, built in 2006, offers the highest quality facilities with dedicated
and committed Educators, to care for your child. These components make our centre a wonderful place for
your child to play, learn and flourish in a friendly and stimulating environment.
WE are open 52 weeks of the year, from 6.30am to 6.30pm Monday to Friday (excluding public holidays)
and offer care from 6 week olds - 6 year olds.

child care & educational centre
www.kidzclub.com.au

Welcome

Welcome

What’s Inside

The Director and Educators at Kidz Club Child Care & Educational Service would like to
welcome you and your family to our service.

Hours of operation

Our family owned and operated centre, built in 2006, offers the highest quality
facilities with dedicated and committed Educators, to care for your child. These
components make our centre a wonderful place for your child to play, learn and
flourish in a friendly and stimulating environment.

Kidz Club Philosophy

We will strive to make your child’s time away from home a positive, happy and
rewarding experience. As a service, we take pride in providing an exceptional child
care facility, with tailored developmental programs which meet the needs of each
individual child.
As part of our curriculum, we offer a Calendar of Events which details the special
visitors that demonstrate and perform an array of art/craft, music and dance
experiences, for the children to enjoy. Each month focuses on a different educational
theme, including festivals and celebrations from many diverse cultures.
Our qualified Educators aim to create a warm and caring relationship with each child,
treating them as the individuals that they are. With many years of experience in the
Child Care industry, we established that it is a priority for parents to feel confident
knowing their child is cared for in a safe, inviting, and friendly setting.
‘Kidz Club’ offers a supportive network focusing on family values and creating a
comfortable home away from home atmosphere. We promote and encourage parental
involvement. We value and welcome your ideas and contributions, recognising this will
assist in helping your child reach their full potential.
We encourage a relationship of open communication between Educators, parents and
children, so please feel free to discuss any matters regarding your child’s progress
with the Director or our enthusiastic Educators.

Hours of operation

Our service is open
52 weeks of the year,
from 6.30am to 6.30pm
Monday to Friday
(excluding public holidays)

We offer full-time, part-time
and casual care.

Our focus is to be a flexible service
which will cater for all your needs.

These session times are offered for the various rooms
listed below:
Blossoming Butterflies Baby Room

Terrific Turtles Toddler Room
Keen Kittens Kindy Room

– (6 weeks - 2 years)

– (2 years - 31/2 years)

– (31/2 years - 6 years)

These sessions may be attended in the following ways:

Half day morning session

Half day afternoon session

Full day
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– (6.30am - 12.30pm)

– (12.30pm - 6.30pm)

– (6.30am - 6.30pm)
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The service caters for children, divided into 3 age groups, ranging from
6 weeks to 6 years.
Blossoming Butterflies Baby Room (6 weeks - 2 years)
Terrific Turtles Toddler Room (2 years - 31/2 years)
Keen Kittens Kindy Room (31/2 years - 6 years)
We thank you for giving us this opportunity and privilege to support you in caring for
your child, in a nurturing and educational environment.

Melva Pedron

Director

Addressing the Australian Childrens Education & Care Quality Authority (ACECQA)
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child care & educational centre

Philosophy

Kidz Club Child Care & Educational Service Philosophy
Kidz Club Child Care & Educational Centre provides a safe and stimulating environment; where children are able to grow,
learn and enhance their development.

We endeavor to create a “family like” atmosphere, recognising the need to create a link between a child’s Home and

the Centre. We place importance on working in partnership with parents in their child’s development, this to cater for
individual educational requirements. We believe parents are the primary guiding influence in a child’s life and we aim
to respect, compliment and support each family’s individual needs.

Kidz Club nurtures a communal approach, through communication and trust we encourage the development of a strong

sense of independence and positive self-image. We encourage children to be competent, curious learners and interested
in the world around them. Positive reinforcement is used to direct and promote their learning and behaviour.

Kidz Club Educators provide a balanced and comfortable learning environment, where children are given the opportunity
to develop in a holistic approach; where they are able to play and learn at their own pace and level of development.

Educators provide an atmosphere of love, respect, care and consideration; with the aim of guiding children to reach their
full potential. It is our belief that children are capable and confident learners, therefore we create our environment to
provide challenges, inquiry and excitement. Collaboration and cooperation are essential in our service, this inspired by
the Reggio Emilia approach to education.

Through play children develop skills in all areas of development. It is therefore essential that we provide all children

with vast and varied scenarios for learning. Educators are deeply aware of children’s abilities and they work to create
a mutual learning environment. We foster an optimistic and proactive way of approaching environmentalism through

giving value to discard materials, imperfect products and otherwise worthless objects. With a focus on communication
and creativity in a perspective of sustainability and respect for objects, the environment and people.

Lastly and importantly our philosophy and curriculum reflects the full appreciation of Australia’s multicultural society.

Enhancing a child’s awareness of and respect for cultural and linguistic diversity. Educators are sensitive to and respectful
of these practices.

Kidz Club Goals - Implementation

• To care for each child in a safe, secure and happy environment.
• Educators develop programs that follow the Early Years
Learning Framework-(Belonging, Being & Becoming)

• To respect children and foster their independence.

• To develop and stimulate skills in all developmental areas.

• To promote positive self-esteem.

also incorporating a thematic approach to the curriculum.

• To enrich children’s natural curiosity.

• Kidz Club offers a French Linguistic Program.

• To encourage creativity and imagination.

• Children learn through structured and playful experiences.

• Educate children to embrace, respect, and not discriminate

• To educate by enhancing children’s senses.

against gender or culture diversity.

• To provide challenging individual and group activities, which

build on the child/children’s interaction skills whilst respecting
their individuality.

• To provide choices in developmental planning.

• All families are encouraged to build a sense of belonging

within the Service’s community, by providing feedback and
suggestion to Educators and management regarding the
curriculum and Services’s Policies.
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Curriculum

Curriculum
The programs developed at Kidz Club Child Care & Educational Service follow the “Early Years Learning Framework Belonging, Being and Becoming”, incorporating Reggio Emilia principles with our existing

thematic approach. We also provide the French Linguistic Program promoting a linguistic curriculum.
‘Kidz Club’ provides enthusiastic Educators that structure an environment which aims to promote play and learning
activities, enriched by a variety of resources, settings and interesting experiences.

We believe that learning is a two way process, in valuing and respecting a child’s needs. Ongoing records are maintained
through observations using our focus child format, planning for each child on a regular basis.

Our programs incorporate developmental learning opportunities through play, such as dramatic, co-operative,

constructive and social. This learning environment will be based on structured and flexible activities, allowing children
to play while exploring their indoor and outdoor areas. This enables children to experience and enhance all areas of
development by having fun, forming trusting and secure relationships and by promoting positive encouragement for
their effort.

We strongly support the development of language through shared literature experiences. Additionally,

emphasising on providing opportunities to develop self-esteem and expression of feelings, gained through
personal development and group interaction.

Children are encouraged to be active learners in the education process, thus achieving goals of learning and discovery.
They are also encouraged to participate in role playing, problem solving, taking initiative and
interact with their peers, Educators and their environment.

Parents are an integral part of a child’s life and are encouraged to play and active role in the planning process of their
child’s education. We are of the strong belief that open communication between a child’s home and the service is of
paramount importance for their ongoing development. The Educators will provide you with information about their
development, individual needs, and progress upon request.

Educators

Guiding Children’s Behaviour

We take pride in appointing our highly trained Educators who are committed to caring for your child

Appropriate and respectful behaviour is modelled and encouraged at ‘Kidz Club’. Children are encouraged to be

in an enthusiastic and dedicated manner. We believe your child’s needs are our prime concern and
the implementation of our care practices are based on this principle.

We adhere to the staffing ratio as per regulations, defined by the Department for Education
and Child Development.

Our highly qualified Educators, with qualifications recognised by the Department for Education

and Child Development, all have a current Department of Communities and Social Inclusion (DCSI)

Screening Clearance (Criminal History Clearance) and hold current First Aid certificates.
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independent, yet respectful of others and their environment. At times, children need guidance with their behaviour.
When a child displays unacceptable behaviour, the Educators will explain to the child about suitable behaviours
towards other children and staff, through positive reinforcement.

Educators will guide them to explore other options that result in positive outcomes of self-esteem and
relationships with others.

At ‘Kidz Club’, we encourage behaviour that is acceptable, displays care, respect and understanding of
others needs and feelings, particularly in challenging situations.
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Enrolment

Enrolment
Our service takes pride in welcoming all interested parents and their children to ‘Kidz Club’. We hope our service
meets your requirements and that your enrolment into the service is a rewarding experience. Upon your visit to
our centre you will receive an enrolment package. The Director and Educators will discuss with you any other
information of importance to you, regarding our Policy Handbook, our educational planning procedure and your
child’s routines.
Please fill out and return the various enrolment forms before commencement. This information is
extremely important and will enable the service to give your child the best possible care.
Also be sure to notify the Director of any personal detail changes (eg. Address, phone numbers etc…)

Orientation

‘Kidz Club’ Educators suggest that you familiarise your child with their new environment prior to their starting date.
It is quite natural for children to have doubts, fears and to ask questions. It is important to maintain a positive
attitude. Reassure and encourage your child, inviting happy conversations of play and friends they will meet at
‘Kidz Club’.
Trust is an integral part of the orientation process. Be sure to communicate with Educators on any relevant issues
about your child, knowing that they are empathetic and supportive of each family’s needs.
Parents are encouraged to come and spend time with their child before they commence at the centre. This will help
you child feel more secure and at ease during the transition process.
The length and number of visits should be discussed with the Director.

Special Occasions

‘Kidz Club’ encourages the celebration of a child’s birthday or any other cultural/religious event. We enjoy singing
to the children and making them feel special on their significant birthdays.
We invite parents to celebrate their child’s birthday with us while at the centre.
Kidz Club provides each birthday child with a special cake prepared by our in house cook, to share with their
friends, and celebrate the occasion. (This is upon parental request with one week’s prior notice).
We do not encourage parents to bring in cakes, lollies or treats, as we may have children who suffer with life
threatening allergies to certain ingredients usually present in these food items.

Sun Protection Policy

Effective measures will be taken to ensure the children’s safety from the sun.
• During the daylight-saving months, we avoid exposure to the sun between
10am & 3pm.
• Sunscreen will be applied prior to attending outside play, using a
broad-spectrum 30+ sunscreen.

• Children will be required to wear an appropriate sun-hat when playing outside.
Please ensure that your child’s hat is a legionnaire or broad-brimmed style for
maximum protection. They need to be labelled with your child’s name.
• Kidz Club hats are available for purchase at the price of $10.00.

• Sun-safe clothing is recommended for play at ‘Kidz Club’. ‘Tank-tops’ or any
other clothing where shoulders are exposed is not acceptable.
Please ask the Educators if unsure.
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Lost Property

Items of Lost Property will be placed in the Lost Property box, located in each
room. Each term, uncollected items will be sorted, and where appropriate,
donated to charity.

Artwork

We value our children’s artwork and encourage them to take their work home.
Your words of praise and encouragement are important.

Materials

We welcome materials for use in our creative arts program. Such items as:
Greeting cards, coloured paper, magazines, foil paper, foam meat trays, feathers,
ribbon, boxes, corks, fabric, wool, cotton reels, plastic bags, unwanted toys.
All donations will be greatly appreciated and utilised.
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Arrival & Departure

Signing In and Out
Located in the foyer are the sign-in and out sheets. Parents are required to sign their child “in and out” each day.
Absent days and any public holidays also need to be signed.

This is extremely important as no child care assistance will be paid if the child has not been signed in or out. This is a
legal requirement for all Child Care Services.

Arrival and Departure
• On arrival your child should always be greeted by an Educator.

• On departure, be sure to tell an Educator personally that you are taking your child. Please don’t assume that
they have seen you.
• Children will not be able to leave the centre with an unauthorised person without the consent of either
parent or guardian.

• If your child is to be collected by someone different, please advise the service by telephoning or advising the
Educators personally. The person in question will need to present some form of identification, such as a drivers
license. The children’s safety must remain our priority.

Late Pick-up
Be sure to contact us at the centre if you might be late picking up your child. This reassures your child and
eliminates confusion.

If a child is left in the centre after our published operating hours, a fee of $1 per every minute may be charged.

Leaving the Service
Parents who intend to withdraw their child from the service are required to give two weeks notice to the director or
the equivalent fees in lieu of notice.

Policies and Procedures

Displayed in our centre, is a list of policies and procedures that Kidz Club has implemented. These include
principles of health and hygiene, emergencies, safety, grievance, inclusion and bias, and general operation.
Our Manual is located in the administration area, and parents are welcome to read these at any time.
Please do not remove these documents from the centre.

Security

We have installed a high-standard security system to ensure the safety of your child at all times. Our centre is
secured by an “Access Control” system, that is operated with individual key-cards and a monitoring system. This
will enable parents/guardians to enter during service working hours and prevents access to unauthorised persons.

Kidz Club is secured by high, reinforced fences as per regulations set by The Deptartment of Education and
Childrens Services.

Custody Arrangements

Please notify us immediately if any change in custody arrangements occur (please provide a copy of any restraining
order or access agreement).
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Fees

Child Care Subsidy (CCS)
What is Child Care Subsidy?

The Commonwealth Government provides Child Care Subsidy to all families. This subsidy can reduce the
cost of child care substantially, depending on your income and circumstances.
• All Australian resident families using approved child care services are eligible for CCS.
• Some families will get more than others because subsidy is affected by such things as:
- income
- child care hours used
- number of children in child care

How to apply for Child Care Subsidy.

When you enrol a child in an approved child care service:
• A parent claims for CCS through the Family Assistance Office
• A child attends care
• A parent records attendance
• A parent notifies usage in other child care services
• Family assistance Office calculates CCS percentage entitlements and provides an
Assessment Statement to:
- the parent
- the service
When an assessment Statement is received the service will:
• Calculate CCS entitlements and reduces cost of care for parents
• Ensures parents record attendance and absences
• Monitor allowable absences

Child Care Subsidy Payment Options
Families may:

• Choose reduced fee through service, or
• Choose lump sum at the end of financial year.
• If you do not supply or are not eligible for Child Care Subsidy then you will be charged the
full child care fee.

We recommend that you apply at least two weeks prior to starting at the Service. For registering, queries
and more information contact Family Assistance Office on 136 150.

Until the Service receives a letter stating that you are eligible for Child Care Subsidy, full fees will apply.

Fees - Payments

Booked Days and Absences

Fees are required to be paid one week in advance or fortnightly if preferred.

If these days need to be changed please notify the service as soon as possible. We have developed a fee structure that
is beneficial to our families when your child is absent from the service. Your child can be absent from the service for
up to 42 days per year and receive a reduced rate for those days.

A week is defined as five working days from Monday to Friday.

Fees are to be paid by cash, cheque, direct debit or EFTPOS, to the Service Director or by using the envelopes provided
at the front desk.

If fees are outstanding, a charge for late payment will be added to your account at the rate of $5 per week. We also
reserve the right to allot your child’s place to another family should your fees remain outstanding.

We all know and have experienced some type of family financial difficulty. If this concern applies please let us know
and together we can assess the best options for all parties. All details will be treated with the strictest confidence
and compassion.
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When you enrol we ask you to record the regular days that you require, ie; full-time or Wednesday and Thursday, etc.

Once the child has reached 42 allowable absence days, CCS is not paid for any further absences, unless the absences
are taken for an approved absence day reason. A family may still take absences that exceed 42 allowable absence days
and are not for an approved absence day reason, but CCS will not be paid.
If your child does not attend because of illness, and has a medical certificate, or if you have confirmation from your
employer for an RDO, these absences will not be counted in your 42 allowable absence total.

Public holidays and any holidays taken where the child does not attend the centre, are charged at a reduced rate of
50% (Two weeks notice needs to be given to the director)
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What to Bring

• A clearly named bag • Spare clothes • Hat (summer) • Jacket, beanie (winter)

Infants

• Comfort items (e.g. dummies, soft toys, rugs)
• Enough bottles of formula for period of care.

Labelling Label … Label … Label …
Clothing, shoes, bottles, bags, hats etc. We would appreciate clothes being clearly labelled in easy-to-find places.

Clothing & Footwear

Encourage your child to wear clothing and footwear that they can manage. For example:

• When washing hands, children should be able to push up the sleeves of their top with ease.

• When still practising their toilet skills, pull on trousers or skirts are more successful for fostering independence
than clothes with buckles, belts, or awkward buttons. Also please provide several pairs of underwear and a
complete set of spare clothes.

• Sandals, shoes and boots are the appropriate footwear to wear at ‘Kidz Club’. Thongs are not to be worn at the
centre, they can be the cause of accidents during play.

Meals

The children will be provided with healthy nutritional food which will be fresh, appetising and have a good
nutritional value. We provide breakfast at 7.30am, morning tea at 9.30am, home made meals for lunch at 11.30am,
afternoon tea at 3pm and late snack at 5pm. The menu is displayed in the foyer area for parents to view.

Kidz Club perceive healthy eating at the service from the guidelines of Get Up & Grow and Right Bite, easy guide to
Healthy Food and Drink Supply for South Australian Schools and Preschools is used as part of our Nutritious and Food
Safety Policy which is embedded in our daily practices. The Service Director and Cook have completed training in
food hygiene and nutritious menu planning which provides at least half of a child’s recommended daily nutrition
intake. All educators members hold a current Food Handling Certificate, and demonstrate the appropriate skills and
knowledge in food safety and hygiene.
We are strictly a NUT FREE Service. NO foods containing nuts of any kind are to be brought into the centre, as we
may have children in attendance who suffer with life threatening allergies to these products.
Please advise us if your child follows a special diet (allergies, vegetarian, religious reasons). Please refer to and
complete the forms supplied with the booklet.

Bottles

If your child has a bottle/s (formula milk) throughout the day, please provide these. Please ensure that your bottles have
your child’s name clearly labelled on them. Cows milk will be provided by the centre.

Drinks

Each room is equipped with a water cooler, and drinks are readily available for children throughout the day.

There are also two water fountains located in the outside play area so children will have easy access, this promotes
independence and self help skills.

Hygiene

The Service aims to achieve a high standard of hygiene. Therefore,
Educators model and encourage personal hygiene through washing
hands after play, toileting, nose blowing and before/after meals.

Emergency and Evacuation Procedures

Emergency evacuation procedures are displayed on each exit door of

every room in the centre. Regular fire drills are implemented and all
educators and children are required to participate.

Medication

Medication is to be administered if:

• The medication register is completed with the child’s name, medicine required, amount and time to be
administered, dated and signed by the parent/guardian.
• The medication is prescribed by a doctor and has the original label detailing the child’s name and required dosage.
• The medication is an over-the-counter product (e.g. Panadol), that has been authorised by the parent/guardian.
• The parent/guardian has completed and signed on ‘authority to give medication form’ with the Educators knowledge.
Medication must be given directly to the an Educators, and not left in the child’s bag.
Medication should not be placed into a bottle or drinking container that other children at the centre may gain access to
and consume.
Educators don’t have the authority to administer any medication without written confirmation from parent/guardian.

Health, Illness and Infectious Diseases

When enrolling your child at the centre, it is mandatory to inform us of any medical problem or allergies, which your child
may suffer from. This information will be recorded on your child’s enrolment form and on the computer files for an
Educators reference only. Please inform the Director or educators, if any changes occur to keep our records up to date.
If a child becomes ill while at the centre the parent/guardian will be notified and asked to take the child home and seek
medical attention. The child will be made comfortable and monitored until the parent/guardian arrives. Please notify us if
your child develops any contagious or infections disease. The service is committed to providing and maintaining a healthy
environment to safeguard the children and an Educators from infection. This service follows the guidelines from the
“Staying Healthy in Child Care” hand book.

Accident Procedures

Safety and supervision is a priority at the centre. In the event of an accident whilst at ‘Kidz Club’:
• We will make every attempt to comfort your child and administer appropriate first aid. All an Educators are required
to hold a current first-aid certificate.
• We will immediately contact you on your emergency telephone numbers.
• The incident will be recorded, in detail, on an "Incident Report Form" and will be discussed with you.
In the event of an emergency, the Service may need to call for an ambulance to transport your child to the doctor
or to a hospital.
The Service will not be liable for any medical or transport fees that may occur.

Asthma Forms

If your child has an Asthma condition, this needs to be recorded on your child’s enrolment form, detailing the symptoms
and triggers, medications required and times to administer. This is vital information for our an Educators, and your child’s
safety. Please refer to and complete the forms supplied with the booklet.

Immunisation

It is a requirement of the Children’s Services Office, that the Service keeps a record of your child’s immunisation program.
In order for your child to be eligible for Child Care Subsidies, they need to be immunised. Proof of immunisation is
required. Please advise the Service of any updated immunisations.

To meet the immunisation requirements, children aged under 7 must be immunised according to the standard vaccination
schedule, be on a catch up vaccination schedule, or have an approved exemption from the requirements. If a family ignore
the immunisation requirements the child’s CCS will eventually be cancelled.
If your child is not immunised, please talk with the Director to make any necessary arrangements.
We encourage immunisation for the health and safety of the children in our care.

13

14

Developing a secure foundation for the Future
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