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Pipsqueaks Early Learning Centre would like
to acknowledge the Wathaurong people as
the traditional custodians of the land on which
we live, work and play. We pay our respects to
their Elders past, and present.
We are committed to honouring Aboriginal
and Torres Strait Islander peoples’ unique
cultural and spiritual relationships to the land,
waters and seas and their rich contribution to
society.
We acknowledge them as the first people to
love, care for and educate children on the
land on which we gather today.

We are all visitors to
this time, this place.
We are just passing
through. Our purpose
here is to observe, to
learn, to grow, to love..
And then we return
home.
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Welcome

Centre Philosophy

National Quality Framework

Educators

The team at Pipsqueaks Early Learning Centre would
like to welcome you and your family to our centre. This
booklet has been put together to give an overview of
our programs and information you may need to ensure
that your time with us is a fulfilling and happy time.

Our Vision

The National Quality Standards set the bench mark for
quality of care provided in early childhood settings. It
also gives services and families a better understanding
of the quality service. This will enable families to make
an informed decision about the services providing
education and care to their child. The National Quality
Standard are key aspects of the National Quality
Framework. It brings together seven key quality areas
that are important to positive outcomes for children,
families, educators and community.

Our educators have been chosen for their expertise,
skill and experience within the early childhood field.
They are suitably qualified for the position they
undertake and are approved by the appropriate
government departments.

Pipsqueaks Early Learning Centre provides long day
care for children aged from 6 weeks to school age.
Our team work hard to ensure you child is cared for in
a welcoming, supportive and stimulating environment.
Staff provide a range of culturally diverse activities to
support their development.
We follow the National Quality Standards and this
includes the Early Years Learning Framework.
Your input and feedback is valued to ensure the
service continues to achieve high standards of quality.
Feel free to contact us at any time with any questions
you may have:

Pipsqueaks Early Learning Centre

We are committed to offering a rich learning
environment that fosters a sense of wonder. Our
relationships will nurture each child’s capacity to live
and learn to their full potential.
Our Values
Trust – We build relationships based on trust
Courage – We approach everything we do with courage
Community – We respect everyone in our community
Empathy – We interact with others with warmth and
empathy
Creativity – We cultivate creativity through our
program
Excellence – We commit to excellence in teaching and
learning.

34-38 Manzeene Ave, Lara, 3212
(03) 5282 0000
hello@pipsqueakselc.org.au

Head to our website to read our full philosophy.

The centre is made up of 7 rooms:

At Pipsqueaks Early Learning Centre, we believe that
fostering a love of learning from a young age will
start them off on their educational journey. Children
learn through play. As they explore and experience
the world around them, they are continually learning
new skills and abilities. Given that every child that
attends our Centre has different skills and abilities and
is at a different stage of development, we believe in
providing all children with many learning opportunities
that may come from a variety of curriculums, settings
and theorists philosophies that promote exploration,
curiosity and independence as a core learning belief.

Room Name

Ages

Numbers

Golden Wattle

Babies

12

Myrtle Wattle

1-2

16

Silver Banksia

1-2

16

Hedge Wattle

2-3

16

Black Wattle

2-3

16

Yellow Gum
Manna Gum

4

Educational Program

3 year old
kindergarten
4 year old
kindergarten

22
22

The National Quality Standards are comprised of quality
areas which are then broken down to standards and
elements:
•	Quality Area 1 – Educational program
and practice
• Quality Area 2 – Children’s Health and Safety
• Quality Area 3 – Physical Environment
• Quality Area 4 – Staffing Arrangements
• Quality Area 5 - Relationships with Children
• Quality Area 6 – Collaborative partnerships with
families and communities
• Quality Area 7 – Governance and leadership

We look for educators who show passion for caring and
educating children. Educators entrusted to care for
your child must be committed to providing quality care
and education and show a true commitment to enabling
children to achieve their best outcomes.
Whilst we encourage educators to make a long term
commitment to their position within the centre, it will
be appreciated that changes to the educators in the
various rooms are made from time to time. This will
enable the variety of strengths, talents and interests
that each educator has to contribute to the centre
and the children’s learning programs to be utilised
across the centre. Importantly, children will benefit
from this diversity.
We fully support educators through their ongoing
learning and training to enhance their professionalism.
Educators attend professional development throughout
the year as a part of their ongoing performance
enhancement plans. All educators are required to
complete Child Protection training on an annual basis.

All quality areas are assessed by the Department of
Education and Training as a part of an assessment and
rating process. This then results in the centre being
rated. To find out the centres current rating, please
review the assessment and rating certificate in
the foyer.

At Pipsqueaks Early Learning Centre we have specially
designed spaces for children to explore music and
movement, art and literacy in our library.
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Partnerships with Families
We strive to work in equal partnerships with families
that will ensure a smooth transition between home
and the service. We believe families are the first and
most import teacher in a child’s life and respect and
value their knowledge and understanding of their child.
Working with families, we are able to build a curriculum
that takes into account each family’s culture and
local perspective.
To ensure this happens, it is important that you feel
comfortable in discussing any issues with the educators
of your child’s room. Feel free to call throughout the
day, email the room directly or make a time to have a
catch up with the educators. The educators will chat
with all families at drop off and pick up, but please be
aware that sometimes they can’t engage in a detailed
conversation at these times due to the need to
supervise all of the children within the room.
If at any time you have concerns that you would like
to discuss, please feel free to talk to the educators
in your child’s room. If you feel that they have not
addressed your concerns effectively, or you don’t
feel comfortable with speaking with them, you are
most welcome to come and speak to someone in the
management team. If you feel that the issue has still not
been dealt with in an effective manner, you can contact
the local regulatory body – Department of Educations
and Training – South West Region on 1300 333 232.

Enrolment
Before commencing at the centre, all families are
required to fully complete an enrolment form with
accurate and up to date information. This information
will be kept in a secure location. All families need to
ensure all sections are fully completed and that the
forms are signed and dated with any attachments
required. This information is gathered to meet
regulatory requirements and to help us in planning
appropriate programs for your child.
Enrolment information needs to be updated whenever
there is a change to personal details. It is crucial the
centre has correct information, particularly contact
numbers in case of an emergency involving your child.
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As a part of the enrolment process, please discuss any
special requirements your child or your family may
have. These may include allergies, medical conditions,
parenting orders or any extra support your child
may require.

Hours of Operation
Pipsqueaks Early Learning Centre provides care for
children between 6.30am and 6.30pm. The centre is
open 52 weeks of the year and is closed for gazetted
Public Holidays.

Orientation
To ensure that new children have the maximum
opportunity to settle effectively into the centre, we
provide an extensive orientation process for all families
to access. You are welcome to bring your child in for
1 hour visits in lead up to their official start date. This
can be any day of the week, not just the days that
you will be attending the service. These visits are an
opportunity for you and your child to get to know
their new educators and feel comfortable in the new
environment.
You will also be asked to share information about your
child’s routine, likes, dislikes and personality. It is a
valuable time for your child to start to build bonds
with their educators, which help them to feel safe and
secure once they are staying on their own. Parents
need to remain on the premises during these visits.
We also offer a three hour orientation at a cost of $50.
Child Care Subsidy is applied to this fee. You can leave
your child at the centre for this orientation. It is a great
opportunity for your child to experience a meal time or
a sleep time and also to get to know their educators in
a shorter period of time. All enrolment requirements
must be met before you start this orientation.

Bookings

Fees

Bookings must be permanent days booked for each
week. If vacancies exist, casual days can be booked in by
emailing or calling the centre. The day is not considered
booked until it is confirmed by service management.
We do not swap days on a one off basis.

Accounts will be emailed at the start of each fortnight.
Your statement will include the previous fortnight’s
history as well as the coming fortnight’s charges. This
will allow you to see your previous payments and your
upcoming charges. Your fees will be debited from your
nominated account or credit card on that Friday. On
the following Monday, families will be contacted about
any outstanding fees with arrangements for payment
being made.

Cancellation/Changes of Bookings
Two weeks prior notice in writing must be received by
the centre to decrease days or to end your booking.
This change will then be confirmed by the service.
Your bond will be forfeited if the full two weeks’ notice
is not provided.
If ceasing care, Child Care Subsidy (CCS) will only apply
for the days up to and including the last day your child
physically attends the service. Any subsequent days
of nonattendance will be charged at full rates as the
government will not subsidise these days.

Absence Due to Illness
Please contact the service is your child is going to be
away for the day or if they are ill. If your child is absent
on their booked days, fees are still payable.

Fees are to be paid for the day’s children are booked
into the service including times when the child is
absent. Fees are payable on all gazetted public holidays.
If a family leaves the centre still owing fees, your
deductions will continue until all fees are paid in full.
Late fees will be charged at $10 for every five minutes
or part there off, that a child is in attendance at the
centre after 6.30pm. If a child is late on more than
three occasions in a 6 month period, their enrolment at
the service will be reviewed and possibly cancelled.
Please refer to our Fee Policy for further information
regarding fees.

Each child is eligible to receive Child Care Subsidy for
up to 42 absences per financial year. These absences
are for one child across all approved child care services
that they attend. The absences can be taken for any
reason and do not require supporting documentation.
Should your child use more than 42 days per year, full
child care fees will be charged as no CCS will apply,
unless you provide supporting documentation such
as a medical certificate.

Bond
The amount of $150.00 for each child is required to
be paid as a bond before commencement of care. This
money is held as a bond and refunded to families once
they have finished at the service.
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Child Care Subsidy

Signing Your Child In & Out

Nutrition

Family Involvement

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

Each child must be signed in and out of the centre
every day that they attend using the Kiosk system on
the IPads in the foyer. This is a legal requirement and
is in the interest of your child’s safety. If your child is
absent, you will be asked to confirm their absence on
the next time that you sign in to the system. These
records are used in case of emergencies and for the
calculation of CCS.

At Pipsqueaks ELC, we encourage healthy eating and
nutritious food and drinks. Healthy eating has a major
influence on children’s health and wellbeing and is
important because eating habits are developed in the
early years and are carried through to adulthood.

Families are welcome into our centre at any time.
Family help/participation sends a strong message to
your child that you support them and are part of their
early learning environment.

Three things that determine a family’s level of Child
Care Subsidy:
1.	A family’s combined income will determine
the percentage of subsidy they are eligible
to receive.
2.	An activity test will determine how many hours 		
of subsidised care families can access, up to a 		
maximum of 100 hours per fortnight.
3. The type of child care service will determine the
hourly rate cap.
Some basic requirements must be satisfied for an
individual to be eligible to receive the CCS. These
include: • The child meeting immunisation requirements.
•	The individual or their partner meeting the 		
residency requirements.
In two parent families both parents, unless exempt,
must meet the activity test. In the case where both
parents meet different steps of the activity test, the
parent with the lowest entitlement will determine the
hours of subsidised care for the child.
For further information on CCS and to complete a
subsidy estimator, visit:
https://www.education.gov.au/new-child-care-packageinformation-resources-families.

Holiday Discount
A discount of 50% is offered to families for holidays
each year. The discount is available for eligible families
for the equivalent of two weeks of their booking each
calendar year. This means that if your child is in care
3 days per week, you would receive 6 days of the
discounted rate. To be eligible, all fees need to be paid
and up to date. You must apply two weeks before you
intend to take the offer and your child must not be in
attendance on the discounted days. Applications can be
made through the office.
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On arrival at the centre you are asked to:
1. 	Sign your child in to the centre using the
Kiosk system.
2. Ensure educators know that you are leaving your
child in their care.
3.	Fill in the notice board of the estimated time 		
and person who will be picking up your child.
When you collect your child, we ask that you:
1. Come into the room and greet your child.
2. Collect your child’s belongings.
3.	With your child, say goodbye to at least one 		
educator in the room.
4. Sign your child out of the centre using the
Kiosk system.

We provide all meals each day & we have a four week
menu that we cycle through that provides a variety of
flavours, textures and cultural meals.
Our menu is reviewed by a nutritionist to ensure we are
providing healthy meals that meet all of the nutritional
needs of the children.
We provide several types of formula and bottles for
our babies. All bottles are disinfected and safe handling
practices are used when preparing, heating and feeding
babies their bottles.
To promote healthy attitudes towards food, children
will never be forced to eat a meal. All meal times will be
an enjoyable experience for both the children and the
educators and the children will be offered choices at
meal times.
We will cater to any dietary restrictions, whether due
to allergies, religious reasons or personal preference.
Please note that we are an allergy aware centre and all
families are discourage from bringing any food into
the centre.

We appreciate that time is of a premium for all parents
but we will be willing to accommodate any form of
involvement you may wish to provide.
Some of these activities and involvement may include:
• Cooking with the children
• Art sessions
• Music time
• Yoga
• Gardening
• Reading stories
• Sport activities
• Assisting with excursions
Please see the educators in your child’s room if you
are able to offer any support to enhance the children’s
programs.

Breast Feeding
Returning to work is recognised as a barrier
to breastfeeding and this often coincides with
commencement of child care. Early childhood
education and care services therefor play an important
role in supporting the continuation of breastfeeding
during the first six months and beyond.
Our centre and its staff have a welcoming attitude
towards breastfeeding and we display and provide
information that shows this support. We have relevant
safe handling practices for breast milk labelling, storage
and use. We also provide a comfortable space where
mothers are able to feed and offer the hire of a hot
desk for families to work at and therefore be able to
feed babies throughout the day.
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Accidents/Emergencies

Emergency Procedures

Infectious Disease

Incidents/Accidents at the Centre

The centre aims to provide a safe and secure
environment. In the event of a non-serious accident,
after administering first aid, the educators will
complete an accident form which families are then
asked to read through and sign on pickup.

An emergency plan is displayed in each room.
Emergency actions are practiced on a monthly basis to
ensure the safety of children in both a prompt and safe
way. If you are within the building during an emergency,
we ask that you follow the direction of the staff.

In the case of an injury above the neck, families will be
contacted as a courtesy, even if we feel that medical
attention is not required. For a more serious incident
requiring medical attention, the centre will use its
discretion when deciding whether to call the families or
call emergency services.

Parents must inform the centre if their child is suffering
from an infectious illness. This is important for the
health of the other children, staff and expectant
mothers. Children who are ill will be excluded from the
centre until they are either no longer infectious or well
enough to cope with a full day of care.

Children are naturally inquisitive and curious. They learn
by touching, mouthing and by participating in learning
experiences both inside and outside.
Educators will balance the need for challenge and
supervised risk taking with support and consideration
for safety and wellbeing.

Immunisation

Fees must still be paid while children are sick so as to
hold the child’s position. A doctor’s certificate may be
required before the children can return to the centre
for some illnesses.

Educators will supervise children, redirect play that
could cause harm to a child, remove any items/
equipment that could cause harm and report any
problems with equipment/fixtures/building immediately
to the Centre Director.

Families will be contacted as soon as practical in all
situations. If we have made all reasonable attempts to
contact both parents, we will contact persons recorded
as emergency contacts.

• The statement must show that the child is up to
date with all vaccinations that are due for their 		
age, or that they are able to receive.

Costs incurred for Emergency Medical Treatment will
be the responsibility of the family.

Sun Smart
Australia has a high occurrence of skin cancer. The
ultra-violet rays of the sun can cause skin cancer and
damage to the eyes. The centre Sun Smart policy
will be followed at all times. The amount of time
that children and educators spend outside will be
monitored and activities will be set up in shaded areas.
All children, educators and visitors are to wear hats and
sunscreen when outside. Sun screen will be applied 20
minutes before going outside and then reapplied as
needed. Children must wear clothing that covers their
shoulders. Activities will be set up in shaded areas.

Hygiene
Strict hygiene procedures are implemented at the
centre. Good health habits such as washing and drying
hands, flushing the toilet, using tissues and not sharing
food and drinks is encouraged and taught by the
educators.
Toys, play equipment, furniture, toilets, change areas
and floors are constantly cleaned and disinfected.

All children in Victoria must provide the following
information to be enrolled in a child care centre: • A current Immunisation History Statement form
the Australian Immunisation Register; AND

This information is provided on your Immunisation
Statement from Medicare. This is the only form of
Immunisation proof that is acceptable. This needs to
be provided to the centre before your child starts care
and an updated copy whenever they receive their next
scheduled immunisation.
The immunisation statement can be obtained through
your MyGov Account if it is linked with Medicare. For
more information on this, please visit:
https://www.humanservices.gov.au/individuals/onlinehelp/link-service-mygov-using-linking-code.

If a child suddenly becomes ill while in attendance, he
or she will be isolated from the group and parents or
other contact persons will be notified to collect the
child immediately.
The service reserves the right to exclude children from
care should they present with an illness or contagious
condition upon arrival at the centre.
Parents should be alert to the following: • Infected skin patches
• Spots or rashes

Parents will be notified of any injury to a child,
either by phone during the day (serious or above the
shoulders) or at the end of the day (minor). First aid
will be administered if needed. All staff members are
trained in first aid. Medical assistance will be obtained
if necessary. Parents are asked to give permission
for emergency medical aid within the enrolment
application. An Incident and Accident form will be
completed and a parent/guardian asked to sign this
report at the end of the day to verify that they have
been notified of the incident.

• Conjunctivitis
• Thick, green, yellow nasal discharge
• Diarrhoea
• Severe, prolonged cough
• Irritable, lethargic behaviour
• Temperatures exceeding 38 degrees.
Please be aware of your responsibility to your own child
and to the other children and educators at the centre.
Be considerate and understand that infection spreads
quickly when children come together in groups.
Please read our Illness policy for further details.

The centre is cleaned by professional cleaners every
evening and regular maintenance is scheduled to
ensure the upkeep of the building and contents.
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Medication
Our policy on administering medication to children
while in attendance at the Centre not only takes into
account the well-being of children but also the legal
requirements under the Education and Care Services
National Regulations. Although educators have First
Aid, they are not trained medical practitioners and
therefor have no qualifications to determine appropriate
administration of medication. Educators will not
administer any medication that is not in line with the
prescribed doses, even if requested by parents.
It is a requirement for parent/guardians to notify
educators if their child requires any form of medication
during their day. Parents/Guardians must ensure
they complete the below steps before we are able to
administer medication to any child:
• 	All forms of medication must be provided in the
original container/package from the suppliers.
• 	When a child is signed into the centre for the day,
the parent/guardian must complete the centres
medication form for administering of
prescribed medication.
• 	Parents must ensure that the medication has clear
directions and is within the expiration date.
For further details on the administration of medication,
please see our Medication Policy.
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Photography of Children
within the Centre
There are many achievements that children obtain
during the day that are difficult to capture. Artwork can
be placed up around the rooms but often construction
creations are packed away at the end of the session.
Photography is a way of capturing these important
successes for children. Educators will take photographs
of children’s work/achievements throughout the day for
display within the centre and discussion with families and
via the Story Park App.
Photos can also be a great way to see how your child is
progressing/developing during the year. Educators are
also happy to take photos of your child over the first
week of their enrolment so that you can see how your
child is settling and playing after you have left. These will
be shared with families through Story Park.
This is also a great way of sharing with Grandparents
and other relatives. Unless otherwise advised on the
enrolment form, photos may be shared on the centres
website, social media platforms and with other families
via Story Park.
Students at the centre will not be permitted to show
children’s faces in their photos, unless permission is
provided by their parent/guardian.

Rest Time for Children

Toileting and Toilet Training

On enrolment, educators will consult with families to
find out the child’s normal pattern for sleep and rest
so that continuity can occur between home and the
care environment. Please provide any comforters the
child may use at home. Educators will follow individual
sleeping/rest patterns for all children. Please be aware
that these patterns will often change, not only due to
the child’s growth and development but also due to
the change of environment from home to the centre.
Educators will sit with infants and toddlers to settle
them to sleep. Sleeping times will be recorded on the
information board each day.

Educators will consult with families about a child’s
readiness to commence toilet training. Educators will
observe the child for signs of readiness that include a dry
nappy for long periods of time, a growing awareness of
the need to pass urine and imitating other children who
are toileting.

Infants will be placed to sleep on their back, with feet at
the end of the cot and no pillows, doonas or bumpers
in the cot. Our centre follows the SIDS and KIDS safe
sleeping policy.

Students and Visitors
As we are a centre who embraces our community –
visitors and students play an important part in our
centre. They will still need to follow centre policies and
procedures, and behaviour code when attending the
centre. Visitors and students will never be left alone with
children nor are they able to administer medication.
They also do not count as a part of child to staff ratios.

Educators and families have a relaxed and sensitive
attitude to toilet training. Don’t worry if your child
has lots of accidents during the training process. This
is normal and the child should not be reprimanded for
this. Often children who have been doing well, may then
have an increase in accidents. This is a normal part of
the process. For these occasions, please provide lots of
changes of clothes, socks and spare shoes and a bag in
which to place soiled items.
All children will be encouraged to wash and dry their
hands after toileting and nappy changes and to flush
the toilet after each use. Educators will remain close to
supervise children in the bathrooms.

We will require parents to sign a publicity consent form
when their child commences at the centre for marketing
and promotional photography/content - parents can
choose not to sign this if they do not wish their child to
be photographed for these purposes.
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Useful Links

Subsidy Information: Find out all you need to know
about the government subsidy for your child care fees.
https://www.humanservices.gov.au/individuals/services/
centrelink/child-care-subsidy
MyGov: Register for and keep updated on CCS
https://my.gov.au/LoginServices/main/
login?execution=e1s1

Parent line: - A phone service for parents of children
from birth to 18 years that provides access to anonymous
and confidential counselling and support - 13 22 89
https://www.education.vic.gov.au/parents/services-forparents/Pages/parentline.aspx
Victorian Poisons Information Centre:13 11 26
http://www.austin.org.au/page?ID=523

Maternal & Child Health – Lara:
https://www.geelongaustralia.com.au/directory/
item/1588.aspx

Starting Blocks:
Information for families about early childhood settings
https://www.startingblocks.gov.au/

Maternal and Child Health Line:
https://www.education.vic.gov.au/parents/Pages/default.
aspx?Redirect=1 Nurse on Call: - 1300 60 60 24 https://
www.betterhealth.vic.gov.au/health/serviceprofiles/
nurse-on-call-service

Royal Children’s Hospital Fact Sheets:
https://www.rch.org.au/kidsinfo/

Better Health Channel:
https://www.betterhealth.vic.gov.au/
Australian Children’s Education
& Care Quality Authority:
https://www.acecqa.gov.au/
Department of Education and Training:
https://www.education.vic.gov.au/Pages/default.aspx

Sun Smart Victoria:
https://www.sunsmart.com.au/
Asthma Victoria:
https://asthma.org.au/
Melbourne Museum:
https://museumsvictoria.com.au/melbournemuseum/
Melbourne Zoo:
https://www.zoo.org.au/
National Gallery of Victoria:
https://www.ngv.vic.gov.au/
Australian Immunisation Register
https://www.humanservices.gov.au/individuals/services/
medicare/australian-immunisation-register
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