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Centre Name Borilla Community Kindergarten 

Name of Director 
& Qualifications 

Jenny Finlay - Diploma of Teaching (Primary), Graduate Diploma of Education 
(Early Childhood), Master of Education 

Teachers 
 

Kerri Rudd - Bachelor of Science, Diploma of Education, Graduate Diploma 
Education (Early Childhood)  

Jenny Stagoll - Diploma of Teaching (Early Childhood)  

Suzanne Ashhoff-McKay - Bachelor of General Studies/Bachelor of Teaching, 
Diploma of Early Childhood Education & Care 

Emily Faris – Bachelor of Applied Science, Bachelor of Teaching (Primary), Diploma 
of Early Childhood Education & Care 

Educators & 
Qualifications 

Rebecca Milham - Certificate III in Children’s Services. Diploma of Early Childhood 
Education & Care (Certified Supervisor) 

Kelsie Parter - Certificate III in Children’s Services. Currently studying Diploma of 
Early Childhood Education & Care  

Nicole Klease - Diploma of Community Services (Children’s Services) Currently 
studying Bachelor of Education (Early Childhood)  

Jane Inslay -  Diploma of Early Childhood Education & Care.  Currently studying 
Bachelor of Education (Early Childhood) 

Carly Schneider - Certificate III in Children’s Services. Currently studying Diploma 
of Community Services (Children’s Services) 

Marcia Hayston - Currently studying Certificate III in Education Support 

Cassie Bailey - Diploma of Early Childhood Education & Care  

Kyra Lane - Currently studying Certificate III in Education Support 

Kristine Tolerton - Currently studying Certificate III in Education Support 

Rosie Prince –Certificate IV in Education Support 

Sarah Euston – Diploma of Early Childhood Education & Care  

Sandie Smith - Certificate III in Children’s Services.  Currently studying Diploma of 
Early Childhood Education & Care  

Tania Edwards – Associate Degree Learning Management (Early Childhood), 
Diploma of Early Childhood Education & Care  

Before & After 
Care Staff 

Kelsie Parter - Certificate III in Children’s Services, currently studying Diploma of 
Early Childhood Education & Care Services  

Carly Schneider - Certificate III in Children’s Services, currently studying Diploma 
of Community Services (Children’s Services) 

Sarah Euston - Diploma of Children’s Services 

Kyra Lane - Currently studying Certificate III in Education Support 

Speech 
Pathologist 

Carmen Connolly: Bachelor of Speech Pathology (Honours) 

Centre Details 
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Queensland term dates – 2020 
 

Term Dates Length 

Term 1 23rd January-3rd April  10 Weeks 

Term 2 20th April - 26th June 10 Weeks 

Term 3 13th July - 18th September 10 weeks 

Term 4 5th October – 8th December 10 weeks 

  
 

Welcome to Borilla Community Kindergarten and congratulations on choosing an affiliated 
Gowrie community centre.  Your family is now part of a long tradition in quality early childhood 

education and care.   

To build genuine partnerships, we believe it is important that staff value children and their 
families.  Staff listen to parents and appreciate the ongoing support of families who give their 

time and skills generously. Borilla Community Kindergarten aims to engage children and families 
in a sense of community, cooperation and collaboration.  We encourage you to become actively 

involved in this centre.  Your involvement will enrich your child’s learning experiences and 

promote positive self-esteem.  

 
Borilla Community Kindergarten recognises that families are as individual as the people 
in them.  For brevity’s sake we use the term “parents” to encompass all primary 

caregivers.  

 

 

 

 

 

 

 

 

 

Administration 
Staff 

Paula Swain                    Jane Inslay 

Gowrie Contacts 

Gowrie Policy 
Manual Location 

Louise Jackson – CEO Email:  louise.jackson@ladygowrie.com.au 

Debra Verstege – Gowrie Early Childhood Education & Care Consultant Email:   
Training@ladygowrie.com.au  Ph: 3252 2667;  Fax: 3252 2258  www.gowrie-brisbane.com.au 
A copy of the Policy & Procedures Manual is available from the Office and can be emailed 
upon request. 

Our vision: 
 

✓ Families are welcomed, respected and supported …….. 

✓ Children realise their full potential…….. 

✓ Children’s services are valued and supported ……. 

✓ Everyone in the community benefits. 

 

mailto:louise.jackson@ladygowrie.com.au
mailto:Training@ladygowrie.com.au
http://www.gowrie-brisbane.com.au/
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Introduction: 
 
National Quality Framework 
The National Quality Framework (NQF) provides a national approach to regulation, assessment and 
quality improvement for early childhood education and care and outside school hours care services across 
Australia.  In 2012, the NQF introduced a new quality standard to improve education and care across long 
day care, family day care, preschool/kindergarten, and outside school hours care services. The NQF 
includes: 

• National Law and National Regulations 

• National Quality Standard 

• Assessment and Quality Rating Process 

• National Learning Frameworks.   

Australian Children’s Education & Care Quality Authority  (ACECQA):  
The Australian Children’s Education and Care Quality Authority (ACECQA) is an independent national 
authority that assists governments in implementing the National Quality Framework(NQF) for 
children's education and care. 
 

ACECQA works with the Australian and state and territory governments to: 

• implement changes that benefit children birth to 13 years of age and their families 

• monitor and promote the consistent application of the Education and Care Services National 
Law across all states and territories 

• support the children's education and care sector to improve quality outcomes for children. 

 

Borilla Kindy proudly delivers a kindergarten approved program as specified by the Qld 
Government. 
 
 
Queensland Kindergarten Learning Guideline 
The Queensland kindergarten learning guideline supports kindergarten teachers’ professional practice in 
a range of contexts across Queensland. The guideline is based on the Early Years Learning Framework 
for Australia (EYLF) and embraces the inclusive vision that “all children experience learning that is 
engaging and builds success for life”.  While the EYLF focuses on children from birth to five years, the 

https://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations
https://www.acecqa.gov.au/national-quality-framework/the-national-quality-standard
https://www.acecqa.gov.au/assessment/assessment-and-rating-process
https://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations/approved-early-learning-frameworks
https://www.acecqa.gov.au/nqf/about
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law


6 

 

Queensland kindergarten learning guideline aims to specifically enrich children’s learning in the 
Kindergarten Year.  
 
In Queensland, the Kindergarten Year is the year before the Preparatory Year of schooling. Throughout 
the Kindergarten Year, children’s right to experience the joy of childhood is fundamental and learning is 
promoted through play, and emergent and planned learning experiences and interactions. The guideline 
recognises that parents are children’s first educators and values the vital role parents, carers and family 
members play in children’s lives and their ongoing learning. The term “families”, throughout the guideline, 
recognises the range of people who take on parenting roles and build close and supportive relationships 
with children in their home environments. 
 
The guideline describes a set of five learning and development areas that relate to the five broad learning 
outcomes identified in the EYLF: 
 

• Children have a strong sense of identity 

• Children are connected with and contribute to their world 

• Children have a strong sense of wellbeing 

• Children are confident and involved learners 

• Children are effective communicators. 

 
The Gowrie Queensland is our Central Governing Body (CGB) 

 
Borilla Kindergarten is proudly affiliated with Gowrie (Qld).  Under the Queensland Kindergarten Funding 
Scheme initiative, Gowrie Queensland has been approved as one of five Central Governing Bodies by 
the Minister for Education and Training.  Gowrie is well known for their innovative and flexible practice, 
integrated service provision, meaningful partnerships with parents and evidence-based practice. The 
Gowrie continues to be recognised in the broader community and the Government sector as a provider 
of high-quality services for both children and families, acknowledging the contribution to education and 
care in all our programs. 
Borilla Kindergarten adheres to the polices of this Association as well as those Regulations, Laws & Acts 
required by the Office for Early Childhood Education & Care are upheld and maintained with the centre.   
 
Gowrie Philosophy Excerpt 
“At the Gowrie we believe that childhood is a unique time of life, to be valued and enjoyed in its own right. 
We also recognise that this is the time where foundations are laid for future health, learning and wellbeing. 
We value children growing up with the understandings, skills and dispositions to be caring people and 
effective learners, able to contribute to their world and to enjoy rich and successful relationships with 
others. ” 

Department of Education & Training, Early Childhood Education & Care Team 

The Queensland Government is working with all Australian Governments to deliver national reforms 
and joint initiatives, including a National Quality Framework for services, early childhood development 
initiatives and Indigenous and health reforms, aimed at providing all children with the bes t start for life 
and learning.  ECEC Team is also responsible for approving services, assessment and rating of services 
and any compliance issues that arise in early childhood education and care services in Queensland. 

 

 

 

http://deta.qld.gov.au/earlychildhood/office/drive-nat-reform.html
http://deta.qld.gov.au/earlychildhood/office/drive-nat-reform.html
http://deta.qld.gov.au/earlychildhood/office/national/framework.html
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Quality Improvement Plan: (QIP)  

The National Regulations require that a Quality Improvement Plan is prepared by each service.  In 
developing the Quality Improvement Plan, consideration needs to be given to all standards and 
elements of the National Quality Standard. The Quality Improvement Plan must include strategies to 
address those quality areas noted during the self-assessment or assessment process as not meeting 
the National Quality Standard or any regulatory requirement.  

The National Quality Standards include the following areas: 

1. Educational program & practice 

2. Children’s health & safety  

3. Physical environment 

4. Staffing arrangements 

 
 
The Borilla Kindy Quality Improvement Plan (QIP) is a living document that: 

Includes an assessment of the Quality of the practices of the service against the 7 National Quality 
Standards and the National Regulations. 
Identifies areas of strength. 
Identifies any areas that the provider considers may require improvement. 
Includes a statement of philosophy of the service.  
Includes the voices of staff, children and families. 
Updated throughout the year 
Available at the service in the Office   
Submitted to the Regulatory Authority on request 

 
Borilla Community Kindergarten 

Borilla Community Kindergarten operates as a registered Incorporated Association. Our centre is not for 
the profit or gain of individual members and the Association’s constitution prohibits it from making financial 
distributions to its members. This association and its assets are owned by the parent body which elects a 
management committee each year to operate the centre effectively. Borilla Kindergarten offers 
educational programs to children aged between 3 ½ years to school age. The centre offers six 
Kindergarten sessional groups (based on the Queensland Kindergarten Curriculum Guidelines), and 
services approximately 135 families in Emerald and surrounding districts.  The centre celebrated its 25th 
Anniversary in 2017. 

The Kindergarten building and grounds are owned by the Central Highlands Regional Council. 

Parents & Guardians are invited to discuss the activities & experiences provided as part of our learning 
programs and the goals to be achieved through our programs.  Please see your director or teacher for 
more detailed information about your child’s development, how we will provide opportunities to foster your 
child’s development and our underpinning philosophy of learning that underpins our programs.” 

Funding: At Borilla Community Kindergarten we recognise the importance of the early childhood years.  
We value parents as children’s primary educators and promote an ‘open door’ policy where parents are 
welcome to call in at any time.  Our centre is open to all families in the community.  Values and beliefs 
of individual families are recognised and respected. QKFS Plus Kindy Support is available to eligible 
families with a child enrolled in an approved kindergarten program.  The subsidy is provided directly to 
your service provider to reduce your out of pocket expenses.  The subsidy can be claimed once only, 
even if you meet multiple criteria. 

 

5.  Relationship with children 

6. Collaborative partnerships with families & communities  

7. Leadership & service management  

 

http://www.legislation.nsw.gov.au/sessionalview/sessional/subordleg/2011-653.pdf/
http://acecqa.gov.au/national-quality-framework/national-quality-standard/
http://acecqa.gov.au/national-quality-framework/national-quality-standard/
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You will be eligible if you: 

• hold a current Australian Government Health Care Card (or have a child who does) 

• are a foster family with a current Australian Government Health Care Card 

• hold a Department of Veterans’ Affairs Gold Card or White Card 

• identify as being Aboriginal or Torres Strait Islander (or have a child who does) 

• have 3 or more children, of the same age, enrolled in the same year. 

 
 
 
 
 
 
 

 

 

 
This centre is a non-smoking centre. 
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Educational Program: 
 
Borilla Kindergarten embraces the Queensland Kindergarten Learning Guideline.  The QKLG makes a 
strong commitment to the many experiences and ways of thinking, doing and being that every child and 
adult brings with them. This curriculum is a process that allows space for initiative and inventiveness, 
adults and children share responsibility for the learning process through interaction and collaboration. 
 
The Borilla Kindergarten Program helps children to: 

• Learn about themselves, others and their surroundings, supported by caring educators. 

• Cooperate with others and be a part of a larger group 

• Listen and respond to directions 

• Communicate ideas to other children and adults 

• Increased-confidence 

• Develop independence, thinking and problem solving skills 

• Develop physical coordination 

• Build an understanding of the world around them. 
 
 
Every Kindergarten will be different; no service will look the same, but instead reflect, with 
individuality and uniqueness, the community in which it is embedded. 
 
 
 
 
 
 
 
 
 
 
Planning for our Early Childhood Program: 
 
When the teachers put their trust in children and truly respect them as knowledgeable meaning makers 
then opportunities and possibilities arise that previously may not have been considered. In a curriculum 
that is embedded in possibility and, therefore unpredictability, it is expected that educators adopt a 
reflective approach to planning whereby planning formats are open-ended, retrospective and shared; and 
planning decisions tentative, flexible and open to possibilities that happen. 
 
This does not mean, however, that planning does not happen.  Rather, it is happening continuously and 
collaboratively as children and adults together create opportunities for living and learning through the 
spontaneous and unpredictable encounters that occur in the here and now of every context together with 
intentional teaching.  Individual timetables are displayed in each room.  A “Day Book” with snippets of the 
kindy day will be displayed on the sign in tables.  These are a great way to start a conversation with your 
child about their kindy day. 
 
All families are offered a mid-year interview.  A written Transition Statement is given to each family in 
Term 4 and will be forwarded to the child’s school where parental permission has been given.  Each child 
will have a Portfolio where information/evaluations/reflections & photos are placed.  Family contributions 
to all documents is encouraged and valued. 
 

The needs of children are met through a combination of teaching strategies including play and 
intentional teaching. 

 
 
 



10 

 

Section 1: Welcome 
 

Welcome to Borilla Kindergarten. 

At Borilla Kindergarten we have an “Open Door” policy.  Borilla Kindy belongs to your child, but also to 
your whole family.  We would like you to feel free to come and participate in the life of the centre at any 
level, whenever you are able to.  Whilst we encourage families to share our centre please be reminded 
that it is a learning environment for 3½ to school age.  We ask that parents carefully supervise young 
children at all times.   

In the morning the doors will be open 5 minutes prior to the commencement time of your child’s group.  
You are encouraged to (if inside first to do puzzles, read stories or play in home corner/block area).  If 
outside, you may like to play on the equipment, dig in the sandpit; play in the water trough etc. For safety, 
the front doors are locked approximately 30 minutes after the session commences.  If you are late please contact the front office 

staff for entry to your child’s room.  In the afternoon the doors will be shut, as this is a story time and a saying 
goodbye time.  If you need to collect your child early please make contact with the front office staff. 

Independence is encouraged at kindy.  On arrival please encourage your child to: 

• place kindy bag in their individual locker 

• place morning tea in bowl and lunch in the fridge 

• remove shoes 

• put hat on if going outside to play 
 

Before & After Kindy care will operate from Unit 1 from 7.00am to your child’s kindy session time 
and from when your child’s kindy session finishes until 5.30pm every day. 

 

Section 2: Living and learning - children’s programs 

Making learning fun and meaningful 

Our approach to curriculum (educational program) is born out of a long-held tradition of early childhood 

philosophy and practice and is supported by contemporary international and national research and 
theoretical perspectives around children’s learning, health and wellbeing. In our services children are 
valued and respected as competent and capable co-contributors in the learning process.  The teachers 
at Borilla Kindy will work alongside your child to actively encourage and support them in the learning 
process.  Staff regularly undertake professional development to ensure the most up-to-date research is 
used as a basis for shaping curriculum decisions.  

The curriculum offered is a collaborative venture, negotiated with children and developed by fully qualified 
early childhood professionals. The physical environments and mood and feel of the centre are designed 
to support and enhance your child's learning. Your child’s curiosity, enthusiasm and love of learning will 
continually be encouraged by staff. As teachers and children engage in inquiry together, children are 
learning to observe, ask questions, reflect on their actions, and engage in meaningful and self-directed 
activity.  

Our well-respected tradition of encouraging family and community involvement ensures that our 
curriculum: 

• supports and affirms parents in their parenting role 

• acknowledges the individuality of family aspirations and traditions 

• optimises learning for children 

• engages parents in cooperative decision making 

• is relevant to the children, families and community 

• facilitates networking among families within the local community.  
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Documenting your child’s learning   

Observation and documentation forms the foundation for additional experiences to be planned, and 

provides crucial information for the environment to be arranged to extend learning. As an understanding 

of your child grows through observation, teachers can plan for interactions that best support your child’s 

interests, needs, ideas and questions. The use of documentation methods, such as individual child 

portfolios and floor books, allows educators to gain an in-depth understanding of your child’s development 

in action.  

Portfolios are more than a memory or keepsake of your child’s time at Borilla Kindy. Not only do they 

provide an insight into your child’s learning, they also make the quality of our teaching practice visible to 

you. Portfolios provide children with an opportunity to revisit and reflect on past experiences; record their 

learning, including their emerging literacy and numeracy skills as it occurs in our rich, socially responsive 

and interactive learning spaces; and provide our teachers with the knowledge they need to ensure your 

child’s time with us is full of wonder and possibility.  

Learning through play  

Children must be allowed to naturally progress through their own unique stages of learning. A curriculum 

that features child-initiated experiences ensures young minds continue to develop. To make sure we 

nurture and develop our future generations of thinkers, play is an essential component of a quality early 

childhood educational experience. Research has shown play is the best exercise for the brain because it 

provides the perfect stimulus needed for brain development. The Canadian Government’s Early Years 

Study (McCain & Mustard 1999) concluded:  

“Play based problem solving with other children and an adult is an early learning 

strategy that has a crucial effect on early brain development and should be the 

format for children entering the school system.”   

Play that encourages problem solving offers children an array of opportunities to explore, discover and 

create. Play fosters qualities such as curiosity, perseverance and risk taking, to name a few. It is believed 

these qualities motivate lifelong learners but are difficult to invoke if not self-discovered when young.  

Behaviour guidance  

Borilla Community Kindergarten and Gowrie have worked with qualified and experienced behaviour 
change experts to develop our Guiding Children’s Behaviour Policy and staff practices. The Borilla Kindy 
staff analyse children’s behaviour to attempt to understand their needs. Staff use strategies such as 
directional language, visual cues, guidance and behaviour teaching processes to encourage children to 
understand and choose appropriate behaviour.  

The concept of guidance is an important one in the area of behaviour. A guidance approach to behaviour 
teaching and management requires the interactive participation of the child and adult. The goal of the 
guidance process is for the adult to interact with the child in a caring and understanding way, empowering 
and enabling the child to develop self-respect, self-responsibility and self-control.   

Families are consulted about any issues or problems regarding their child’s behaviour. In circumstances 
of recurring behaviour, educators will discuss guidance strategies for individual children with the family 
and actively seek information to assist with the response to this inappropriate behaviour.   Family input is 
sought, where possible, for a solution in guiding the child. If very challenging behaviours continue the 
Executive Committee will be consulted as to how the service is meeting the needs of the child in a group 
setting.  
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Environment 

Borilla Community Kindergarten actively promotes environmental awareness 
and encourages children and families to protect the environment through 
modelling and education. We strive to cultivate a lifelong respect of 
environmental awareness and care.  Native wildlife is treated with care and 
respect and can remain free while appropriate observation for children’s 
information is made.   

The planting of and tending to trees and shrubs is a valued aspect of our 
service. They provide us with effective natural shade and maintain habitats 
for birds and other native wildlife. Where practical and possible, hygienic 
composting of lawn clippings and fruit waste is practised, along with recycling 
of plastic, paper, metal and glass materials.  Borilla Community Kindergarten 
has a policy on “minimising harsh elements in early childhood settings” which 
encourages hygiene practices without the use of harmful chemicals.   

Rest, relaxation and sleep 

We believe it is important to incorporate a balance of experiences for your child, 
including opportunities for rest and relaxation. There are many ways a rest/relaxation 
time can be incorporated into the day. These may include resting on a bed or a variety 
of quiet experiences such as reading, drawing, puzzle work, as well as other 
relaxation techniques.  

Consideration is given to creating a restful atmosphere which is flexible and 

responsive to each individual’s needs. You are encouraged to discuss the specific 

needs of your child, in relation to rest/ relaxation time, with your child’s teacher.  

Section 3: Family involvement 

We value your input  

Borilla Kindy values your involvement throughout the centre program. There is an “open door policy” which 
means you are welcome to visit and spend time with your child throughout the day, in consultation with 
the centre staff.  

Before your child starts at the centre, you are encouraged to visit and observe the program in operation 
and to speak with the teaching staff about any queries or concerns you may have. Once your child begins 
the kindy program, please feel free to spend time settling your child in and becoming familiar with the staff 
and program.   

We appreciate any relevant information you can share about your child with the teacher. This enables the 
staff to understand your child’s and family’s needs better.  When you collect your child you are welcome 
to speak with the teacher or educator, to gather information about your child’s day.  

Ways to get involved:    

AGM & Morning tea will be held on 22nd February 2020 commencing at 10.00am. 

Borilla Kindergarten provides you with numerous opportunities to be actively involved in your child’s 
learning.  Getting involved, to whatever extent and in any particular capacity, can be a very 
rewarding experience. Support and effort from all families is valued and essential in the running 
of the centre.  

You can take an active role in the centre by serving as a member of the Management Committee which 

is an integral component of Borilla Community Kindergarten. Additional ways to be involved include 
participating in parent roster, sharing your skills (cooking, storytelling, music, woodwork, puppet making, 
and art),  fundraising or social functions. Please feel free to offer suggestions or ideas of how you would 
like to be involved.  Family information nights and morning teas provide other opportunities for involvement 
and are a great way to meet with other families.  
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Parent responsibilities  

It is the parent’s responsibility to:   

• notify the director of any change regarding information recorded about a child  

• all information relating to the centre in order to become familiar with policy information.  

• comply with Policies & Procedures of the centre including Parent Code of Conduct Policy, Social 
Media Policy, Health and Safety Procedures and provide documentation as required. 

• comply with all lawful rules (as per Qld Police Service) with regard to dealings with the kindergarten. 

Management Committee (What is the Management Committee and what is its role in the centre?) 

Borilla Community Kindergarten values family and community involvement and participation. The 
Management Committee is formed by parents of children currently attending or interested members of 
the community.  This committee is the Approved Provider under the ECEC Services Legislation.  The 
Management Committee meets regularly throughout the year and is responsible for: 

• Management of the centre. 

• Following the rules of the association/constitution lodged with the Office of Fair Trading.   

• Ensuring the centre is meeting The Gowrie affiliation standards so the centre continues to receive 
QKFS funding.  

• The employment of all necessary staff and compliance with the provisions of any awards or other 
industrial requirements. 

• Legislative requirements affecting the centre. 

• Building and playgrounds. 

• Promoting the centre within the community.  
  
Elections take place at the annual general meeting (AGM) usually early in the year.  The Management 
Committee is run as per the Borilla Kindergarten Constitution and any decisions made by the Management 
Committee are based on a majority vote of the Management Committee.  The Executive of the 
Management Committee consists of the President, Vice President, Secretary and Treasurer. Other 
positions which involve varying levels of commitment and specific skills also play an important role within 
the group.   

Management Committee roles are supported by the Borilla Kindy Administration staff 

President  

• provides leadership to the Management Committee 

• liaises with director and administration staff 

• chair committee meetings using appropriate meeting protocols (keeping informed by reading the 

Agenda, Reports, Minutes & any other relevant information) 
• Represent the Committee in any negotiations with government departments, councils, staff etc. and 

co-ordinates the work of the Committee  
• abide by the philosophy, policies & procedures of the kindergarten  

• respect the confidentiality of information 

• accept the responsibility of Committee membership 
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Vice president  

• supports the role of the president and adopts the president’s role in 
their absence 

• accepts the delegation for special projects as required (e.g. 
maintenance, marketing and promotion)  

 

 

 

Secretary 

• prepares a written agenda for meetings in consultation with the president and administration officer 

• records and distributes meeting minutes   

• be a signatory for bank accounts 

• ensures that the Office of Fair Trading, The Gowrie and the Office of Early Childhood Education and 
Care, have up to date records of office bearers and motions carried that affect any of these 
organisations  

• accepts the responsibility of Committee membership and respects the confidentiality of information 

• ensures any tasks allocated are completed or in progress by the next Committee meeting 

• shares responsibility for and participate in Committee decisions 

• abides by the policies of the kindergarten 

  
Treasurer  (Administration Officers are employed to help with this role) 

• reviews accounting records and financial statements prepared by Kindergarten administration staff 

• ensures an external auditor has been appointed and reviews the previous year’s audit noting any 
recommendations. 

• protects the kindergarten against fraud and theft, ensuring safe custody of money, and prompt 
banking. 

• protects the kindergartens assets, through asset register, adequate depreciation, insurances (ensure 
adequate to replace) and reflect current valuations and fraud risk minimization. 

• makes sure the organisation complies with tax regulations, such as GST, payroll tax and fringe 
benefits tax. 

• reviews all internal processes and reporting methods at least annually. 

• reviews monthly financial reports  

• attends and participates in monthly Committee Meetings 

• together with the committee, develops the budget for the following year  

• keeps informed by reading the Agenda, Reports, Minutes and any other relevant information 
• follows correct meeting procedures 

• shares responsibility for and participate in Committee decisions 

• respects the confidentiality of information 

• accepts the responsibility of Committee membership 

• ensure any tasks allocated are completed or in progress by the next Committee meeting 

• abides by the policies of the kindergarten 
 

Committee members  

• form part of the management committee and have input into the management of the centre – by 
attending meetings regularly 

• will be involved in the social, fundraising and maintenance activities  
• may be part of any necessary sub committee  

• respects the confidentiality of information 
• accepts the responsibility of Committee membership Including confidentiality 
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• ensure any tasks allocated to are completed or in progress by the next Committee meeting 

• abides by the policies of the kindergarten. 
 

Maintenance coordinator  

• liaises with the director and staff on maintenance tasks  

 

 

Administration Personnel: The administration staff are employed to support the committee in all roles. 

This role is very extensive, and a full job description is available in the office.  Office staff complete tasks 

such as:  BAS, insurances, preparation and payment of wages & accounts, fulfilling all required 

documentation to the Governing Bodies & Departments in Early Childhood, WH&S, enrolment data & 

much more. 

Section 4: Inclusive services  

Inclusive philosophy  

Borilla Community Kindergarten welcomes, respects and encourages individuality 
and interdependence of all children, including those from culturally and linguistically 
diverse backgrounds and children with a disability or an additional need. 

Children with additional needs  

Borilla Community Kindergarten provides an inclusive environment and program to meet the different and 
diverse needs of all children and their families accessing our service. Following an interview with the 
parent and child, the director, together with the parent/s, will collaborate to make program plans and 
modifications where appropriate. The director will communicate with the early education consultant and 
related services in order to make an appropriate decision regarding funding requirements and any 
environmental alterations required.  The centre will arrange appropriate additional support and training 
for the staff, families and children as the need arises.  The sharing of information between the teaching 
team and the child’s medical and support services is encouraged in order to support the child’s total 
inclusion.  

Cultural diversity  

Borilla Community Kindergarten recognises and celebrates the multicultural nature of our community and 
aim to create an environment and curriculum that embraces cultural diversity. We value each child and 
family’s culture and beliefs. All parents are encouraged to communicate any concerns or considerations 
with staff upon enrolment and on a daily basis. 

Equity  

Borilla Community Kindergarten is committed to and firmly believes that experiences in the early childhood 
period have a significant impact on later childhood and adult life. In order to improve life, education and 
career choices for all children, they are encouraged to participate in a range of activities which will promote 
their optimal development. 

Our inclusion & anti-bias policy underpins the entire philosophy of the service.  It is reflected in the 
consistent and active right of every individual to develop their fullest potential.  The provision of relevant 
and appropriate programs and activities will ensure that children find expression for their individual needs.  
It provides opportunity for children to learn of the many different options and alternatives available to them. 
 
“Educators who are culturally competent respect multiple cultural ways of knowing, seeing and livings, 
celebrate the benefits of diversity and have an ability to understand honour differences. This is evident in 
everyday practice when Educators demonstrate an ongoing commitment to developing their own cultural 
competences in a two-way process with families & communities.  
(Early Years Learning Framework, p.16). 
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Activities, routines, the materials we use and our daily interactions with children need to reflect positive 
attitudes, and perceptions about all people, in all their diversity” (Paul, A. p.226 (1995) The Anti-Bias 
Approach to Early Childhood). 
 

Children’s rights  

UN Declaration on the Rights of the Child  

The right to affection, love and understanding.  
The right to adequate nutrition and medical care. 
The right to free education and full opportunity for play and recreation.  
The right to protection from all forms of neglect, cruelty and exploitation. 
The right to name and nationality.  
The right to special care, if disabled. 
The right to be among the first to receive relief in times of disaster.  
The right to learn to be a useful member of society and to develop individual abilities.  
The right to be brought up in a spirit of peace and universal brotherhood.  
The right to enjoy these entitlements, regardless of race, colour, sex, religion, national or social 
origin. 
 

Section 5: Borilla Community Kindergarten Teaching Team  
 

Borilla Community Kindergarten Teaching Team 

One key indicator of a quality early years program is highly qualified staff. All staff directly working with 
children at Borilla Community Kindergarten meet the ACECQA requirements with regards to early 
childhood qualifications. It is an Early Childhood Education & Care requirement that all permanent staff 
have a current senior first aid, CPR, anaphylaxis and asthma training. All staff working in the centre have 
a Working with Children positive notice, more commonly referred to as a blue card. Full position 
descriptions/role description statements are available upon request.   

Service Manager/Director/ Nominated Supervisor: 

As part of an application for service approval, an Approved Provider must identify the Nominated 
Supervisor for the service and provide evidence of that person’s consent to fill the role.  The director is 
the person in charge. The director will hold an early childhood teaching qualification. All aspects of the 
effective day-to-day operation of the centre rely on the director. They have a wide range of teaching and 
managerial skills in relation to:   
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• supporting families by providing high quality education and care   

• overseeing the development, implementation and evaluation of the 
curriculum   

• implementing sound policies and high quality practices  

• supporting, mentoring and managing of staff  

• supporting staff growth – professional development  

• promoting a sense of community within the centre  

• marketing the centre, and The Gowrie, to the wider community.  

 

Educational Leader: 

Is a role/function held by one Educator who is suitably qualified and experienced and must be appointed 
to lead the development and implementation of the educational program (or curriculum in the Service) 
this person must have suitable qualifications and experiences as well as a thorough understanding of 
Early Years Learning Framework. 

 

 

Responsible Person/Person in Day to Day Charge: 

Approved providers will continue to ensure that a suitably qualified person is present at a centre-based 
service at all times that the service is educating and caring for children.   A responsible person can be:  

➢ the approved provider or a person with management or control 
➢ a nominated supervisor 
➢ a person in day-to-day charge of the service. 
 

This means that when the Nominated Supervisor is absent, the Approved Provider can appoint 
a Person in day to day charge of the centre.  (The name of the Responsible Person in charge of 
the Kindergarten at any time will be displayed so that it is easily visible to anyone from the main 
entrance of the service). 

Early Childhood Teacher 

Borilla Community Kindergarten employs University qualified early childhood teachers who are 

registered with the Queensland College of Teachers. The early childhood teacher develops and 

implements an educational program in collaboration with educators, children and families.  Whilst all Units 

follow the centres Philosophy and the Queensland Kindergarten Curriculum Guidelines, each teacher has 

their own set of beliefs and goals for each group.  There will be different events happening in each group 

and in each room. 

Educator  

Educators/assistants work with a specific group of children, supporting the teacher in implementing the 

care and education program. Educators/assistants will hold, or be studying towards, an early childhood 

certificate/qualification.  

Inclusion Assistant  

Sometimes an inclusion assistant is employed to help facilitate the inclusion of a child with additional 

needs into the environment. The inclusion assistant works in cooperation with the teacher and 

educator/assistant and may hold a variety of qualifications including an early childhood certificate or 

human services qualification.  
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Teacher/child ratio  

A high teacher/child ratio allows teachers the individual time to spend with your child. The Gowrie 

kindergartens have 1 staff member for every 11 children.   

Staff professional development  

Borilla Community Kindergarten believes that ongoing staff professional development is essential for high 

quality practice. Professional development provides staff with the opportunity to learn new skills and to 

challenge current practice. Ongoing professional development of all staff members is encouraged and 

promoted by through individual training plans incorporating staff attendance at courses, seminars, 

workshops and conferences. All staff at Borilla Community Kindergarten are encouraged to develop an 

ongoing approach to their own professional development.
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Student placements  

Borilla Community Kindergarten recognises the importance of contributing to the ongoing training and 

development of high-quality children’s services staff by accepting student placements in our centre. 

Students are supervised by centre staff, the director and by their placement coordinator.  Students (as 

well as volunteers and other centre visitors) are constantly supervised during their visit to the centre 

and are not permitted to be alone with children at any time. Acceptance of students is always dependent 

upon the present needs of the children.   

Work experience and other students  

Borilla Community Kindergarten supports the inclusion of work experience school students in the 

educational program. This can be arranged upon request from a school liaison officer and in 

consultation with the director.   

Volunteers  Borilla Community Kindergarten may accept placement of volunteers, following an 

investigation of their commitment and personal qualities, background and attributes. All volunteers must 

hold a blue card. Volunteers work under the guidance of qualified staff.  

Visitors to the Centre:     

All visitors to the centre must sign in at the office. 

 

Section 6: Ensuring quality care and education 

Approvals  

Borilla Community Kindergarten operates under the Education & Care Services National Law 
(Queensland) October 2017 and The Education & Care Services National Law Act 2010, and The 
National Regulations (2011). These are accessible to families at the Office. These regulations, acts & 
laws are freely available at the centre for parents and staff to access at any time and the centre’s 
licence will be displayed in a prominent place. The Centre must meet the requirements about activities, 
experiences and programs, numbers of staff members and children, and staff members' qualifications 
according to the legislation.  
 

Early Childhood Information Service - 13 QGOV (13 7468) 
  

There are notices on display about groups and staffing on the office window. The Approved Provider 
Notice outlines the maximum number of children that can attend the centre at any one time.  A copy 
of the Education & Care Services National Law (Queensland)  2017 and The Education & Care 
Services National Law Act 2010, and The National Regulations (2011) are accessible to families at 
the Office.         

Giving information to parents and guardians 

The Approved Provider of a childcare service must ensure that, when a child first receives child care 
at a child care centre, a parent or guardian of the child is given written information about the following: 

That the Kindergarten operates under the Education & Care Services National Law 
(Queensland) 2017 and The Education & Care Services National Law Act 2010, and The 
National Regulations (2011); and must comply with the Act and this regulation, including, for 
example, with requirements about activities, experiences and programs, numbers of staff members 
and children and staff members qualifications, including: 

✓ The telephone number for the department’s information service about child care; 
✓ The ages of the children in the group in which the child will receive care; 
✓ The name, position and qualifications of each of the child’s carers; 
✓ The content and operation of the program in which the child will be involved; 
✓ That notices stating current information about groups and staffing at the centre are displayed 

at the centre; 
✓ That the parent or guardian can ask for information about the following – 

a general description of the activities and experiences given by the service;  



 20 

First aid  

Although the current licensing requirements do not require all staff to hold a senior first aid and 
resuscitation certificate, all of Borilla Community Kindergarten permanent contact staff members are 
required by The Gowrie QLD to hold current senior first aid and resuscitation certificates. All staff who 
have a senior first aid certificate are required to renew their CPR every 12 months and their first aid 
every three years. Asthma training and anaphylaxis is renewed every 3 years.  Diabetes and epilepsy 
training is held as required. 

Suitability/Blue card  

The Education & Care Services National Law Act (2010) & Regulations (2011) includes a requirement 
for all staff and volunteers working with children to hold a current suitability/blue card. The blue card 
is issued by the Public Service Business Agency to an individual after a criminal history check is 
conducted and the staff member, having no criminal record, is therefore deemed to be suitable for 
working with children.   

All staff will hold a current Working with Children card (blue card). All executive of the committee will 
also hold a current Blue Card. 

When Staff are sick or away: 
When Educators are ill or away the following procedures are enacted:  

1. Employ an Early Childhood Teachers to replace them.  
2. If we cannot find any EC Teachers we must employ Diploma trained staff to replace them. 
3. If we cannot find Diploma trained staff we must employ staff with a Certificate III in ECEC. 
4. Then we use Committee Members with a Blue Card. 
5.  If all of the above fails we must close the Centre. 

 
Parent Survey’s: 
Throughout the year families will be invited to participate in surveys.  These surveys provide vital 
feedback to the Centre on where ways to improve the service.  No names are required on any parent 
surveys.  These surveys guide Borilla Kindergarten’s Quality Improvement Plan. 
 
 

Section 7: Enrolment, fees and administration 

Enrolment bond and Membership fee:  

A payment of $105.50 is required to secure your child’s position at Borilla Kindergarten.  This is made 
up of a $100.00 enrolment bond and a $5.50 membership fee. The $100.00 will be forfeited if your 
child does not attend Borilla in 2020. The enrolment bond will be refunded to families and will be 
taken off the fees in Terms 3 & 4. Families who leave the centre prior to Term 4 will be eligible for the 
refund as long as they have provided the centre with four weeks’ written notice of intent to leave. No 
refund is available to families who leave the service prior to this period or whose account is in debit.  

Delayed Entry/Exit: 

Parents may delay their child's entry to Prep (and subsequently Year 1) if they feel that the child is 
not ready to start school. For example, the child is still developing their social and emotional skills. 
The child can then commence Prep when they are of compulsory school age (6 years and 6 months).  
No formal documentation, assessment or approval is required for delayed entry to Prep. Principals do 
not make decisions on delaying a child's entry to Prep. While some parents may choose to discuss 
their decision to delay entry with the principal, it is not necessary for them to do so. 

 Enrolment of Twins: 

The first twin is charged at full fees and given the opportunity for 5% discount on early payment of 
fees.  The second twin is given a 10% fee discount with no early payment discount. 

Giving notice 

Parents are required to give ‘four weeks’ notice in writing to the director or administration if it is 

their intention to leave the centre.  
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Payment of kindergarten fees:  

 

Fees must be paid in full each term to ensure continuing enrolment to the next term. 

The accounts will be issued at the start of each term with a due date so that families can budget accordingly.  A 

discount will be given for early payments. Suncorp Easy Pay Direct Debit is available if you wish to use this 

service.  Term 4 fees will be sent out in mid Term 3 to ensure all term 4 fees are paid prior to the end of the 

year. Fee payments are required within the stated timeframe. Failure to make fee payments in accordance with 

the due dates could result in loss of your child’s place in the centre.  If you are the holder of a Health Care 
Card a further discount applies. 
 
2020 Fees: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The administration procedure for fees in arrears is as follows:  

a) A statement will be generated for all accounts that remain unpaid once the invoice due date 
passes.   

b) This will be followed up by an email: 

a) The child’s place at the centre will be in jeopardy if the account remains unpaid four weeks 
after the due date.   

b) The family is sent a letter and email detailing that if the account is not paid within 2 weeks OR 
alternative arrangements are made with the office the account will be placed into the hands 
of a debt collector.  

c) Any accounts that are unpaid after 6 weeks will be placed in the hands of a debt collector and 
fees will be incurred.  A processing fee will be added to your invoice along with your 
outstanding amount to cover fees incurred from the debt collector. 

 

Please note: If you are experiencing difficulties making payments, please contact the Treasurer 

or Administration Staff to discuss how your account can be settled.  Fees are 

payable on all sick days, public holidays & pupil free days that occur during term.   

Fee Concessions: Health Care Card holders are eligible for the Health Care Card subsidy.  

This equates to a full rebate of fees. 
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If your child has a current health care card, you need to see the Administration Staff as a copy will 

be required. Families will be also be eligible for rebates if they have identified as Aboriginal or Torres 

Strait Islander descent on the Enrolment Booklet.  

Payment options  

The different options for payment and all information required are specified on the term invoice. Please 
see the Director, Treasurer or Administrative Assistant if help is required. EFTPOS & Credit Card 
facilities are available. For those who would prefer to pay their kindy fees by direct deposit or 
transfer via internet banking, following is Borilla Community Kindergarten’s account details. 
Suncorp: BSB 484-799   Acc. Number 084306546 

 

Fundraising  

There will be times when fundraisers such as a raffle, market day or a pie drive will be organised in 

order to raise additional funds for special projects, children’s entertainment, visiting shows and parent 

functions. Please participate if you feel that you are able to give the time.   

Notification of sick days  

If your child is going to be away from kindergarten due to illness please notify the centre of this 

absence and the reason for the absence. This helps with awareness of infection risks. Fees are 

payable on all sick days. Make-up days or swap days are not offered to replace absences for any 

reasons.  

Sign-in/out Register  

Borilla Kindergarten uses a digital sign in register. Parents/Carers are required (by law) to write their 
full name when signing in/out (and signature).  Each child has a unique sign in code.  Please see the 
office if you require assistance.  

Communication 

Parents are encouraged to speak with their teacher about their child’s progress, development and the 
experiences provided as part of our learning programs.  Open communication between parents/carers 
and staff facilitates positive home/kindergarten relationships based on trust and positive co-operation.  
Where discussion is needed it is important to make an appointment to speak with the teacher outside 
of session times rather than to take the teacher’s attention away from the children.  This also gives 
the teacher the opportunity to refer to developmental records and observations in discussing any 
concerns.  It is important for the home and Kindy to share information, which may influence the 
children, so we would really appreciate it if you could let us know of unusual happenings or 
any such events. 

Certificates: On display are the following Certificates: 

➢ Certificate of Incorporation 

➢ Current Rating for each Quality Area in NQS (: Exceeding) 

➢ Name of Approved Service & Service Approval number 

➢ Name of Nominated Supervisor 

➢ Days & hours of operation 

➢ Name & Phone number of the ‘responsible person’ in charge at any given time 

➢ Name & phone number of the person who can be contacted to receive a complaint 

➢ Name of the educational leader 

➢ Information about the educational program 

➢ Contact Details for the Regulatory Authority 

➢ Tick of approval that proves we are an Approved Kindergarten Provider 

➢ Staffing Qualifications & Arrangements 

➢ Emergency & evacuation floor plan and instructions. 

➢ Certificate of Registration of an Industrial Workplace 

➢ Certificate of Sanction. 

All staff qualifications (Certificates, Diplomas and Degrees) are on display. 
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Section 8: Keeping our children happy, healthy and safe 

Protecting our greatest asset (Child safety) 

From 1 July 2017, early childhood education and care (ECEC) professionals are mandated by law to 
report child safety concerns to the Department of Child Safety, Youth and Women 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 a parent willing and able to 
protect the child from harm. 

Initial separation  

Some children become distressed when their parent/s leave, which is quite normal at first. Separation 
anxiety usually disappears as the child becomes familiar with the surroundings and staff. Often the 
tears stop as soon as the parent/s leaves and, therefore, a swift departure (after saying good-bye and 
reassuring the child that you will be back soon) can avoid prolonged stress.  

To assist your child in the adjustment period, try and arrange for some time when you and your child 
can be together at the centre. Staff will always offer extra support during these difficult times. As your 
child becomes more secure in the knowledge that you will return, separation becomes less stressful.  
Please feel free to ring the centre at any time to reassure yourself that your child has settled 

Borilla Community Kindergarten Facebook Page: 

Borilla Community Kindergarten has a closed Facebook page.  NO child photos are to 

be uploaded to this page.  Please use this page with thoughtful consideration to our Kindy 

Community.  Please refer to the Social Media Policy. 

Clothing and shoes  

Your child should wear comfortable and safe clothing and shoes, appropriate to the weather and 
activities during their day at kindergarten/preschool. Clothing needs to be sun safe (i.e. shirts and 
dresses need to have sleeves to protect their shoulders). They also need comfortable clothes that 
allows them to develop self-help skills for dressing and undressing.  

Shoes must be safe for your child to run and climb in. Although they are encouraged to wear no shoes 
while playing in the playgrounds, at times it may be necessary to wear shoes. Shoes need to have a 
good grip so there is no risk of tripping or slipping. Joggers with good grip are the most appropriate. 
Shoes such as gumboots, thongs and dress shoes are considered inappropriate for playground wear 
and will be removed during outdoor play.  

Staff will try to ensure children are dressed appropriately for the weather at all times. Your child will 
be encouraged to wear protective clothing for messy activities such as painting.  For specific clothing 
requirements for your child, please talk with your director.   

Birthdays  

We acknowledge the importance of special occasions such as birthdays in a child’s life and invite you 
to celebrate your child’s birthday at Borilla Community Kindergarten. Should you wish to do this, 
please provide a large, suitable cake or enough patty cakes for all the children to share. Your family 
is more than welcome to join us. Ice cream cakes, or ice blocks are another idea for Birthday cakes. 

Parent roster  

Once the children have settled at Kindy a parent roster will be put up. Younger children are welcome 
to attend but are the parent’s responsibility. Look out for the parent roster, which will go up usually 
term 2 after the children have settled in.  Parents play a vital role in children’s learning – please come 
along and play an active role in children’s education. 
Parent roster is an ideal way for you to share a session with your child.  Children take great pleasure 
in showing their parents all of the things at the centre.  This is also a time where parents can meet 
their child’s friends and get to know staff.  Parent roster is open to Parents, Grandparents, and Aunties 
etc.   
 
Parent Roster is time for parents to share time with their child, NOT to do jobs for the centre. 
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Working Bees: 

Working bees are held throughout the year to improve the appearance of the kindy. 

1. Date and sign the register on arrival at the working bee. 
2. Wear protective footwear. (not thongs) 
3. Use personal protective equipment during times where it is necessary for 

protection against potential hazards 
4. Record all accidents or injuries in the Accident/Incident Register. 
5. Use of private electrical equipment brought to working bees must be restricted 

to the owner of that equipment. 
6. Read the Manual Handling Guidelines. 
7. Dogs are not allowed on the premises for health reasons. 

 

Interviews:   

Families will be provided with at least two opportunities to have formal interviews with their child’s 
teacher to share information about the child and family and also about the centre.  This is stated in 

the National Quality Standard, Quality Area 6.  Two interviews will be available to parents.  The first will 
be the initial interview held before the child attends Kindy.  
The second (a mid-year review) will be during term 2 or 3. 
Parents & Guardians are invited to request an interview at any time the teacher is available. Please 
ask the staff to arrange a time for you to meet with them.  Talking during session can be hard, staff 
are responsible for all children at this time and we prefer not to discuss issues at this time. Please 
make arrangements with your child’s Teacher, as they are more than willing to sit down and have a 
chat before or after Kindy sessions.  The Director is also available for interviews. 
 

Authority for treatment  

A child may only be enrolled at Borilla Community Kindergarten when the parent has authorised the 
service to seek emergency, medical, hospital and ambulance service. All costs involved in emergency 
medical treatment are the responsibility of the parent.  If the director authorises ambulance attention, 
transport or medical treatment, the parent will be notified as soon as possible by that person.  

Injuries:  

Any child who is hurt at Kindergarten and attends a doctor/hospital/dentist due to this injury 
must inform staff please. 

If a child sustains an injury at the service, first aid is delivered immediately, and the director is informed 
of the incident.  In the case of an incident requiring an ambulance or doctor, the director will 
immediately authorise such help. Parents must agree to this upon enrolment.   

All incidents are recorded, and parents are asked to sign these forms when the staff 
members have informed them of the incident. If the incident is serious and/or requires 
parent or medical assistance, a parent will be notified as soon as possible after the 
incident. Small knocks and scrapes will be reported to the parent at collection time.  In the 
event of a child requiring transportation by ambulance to hospital, a staff member will 
accompany the child in the absence of a parent where staffing allows.  

 

Sun protection  

The staff will attempt to protect children from the damaging effects of the sun during their attendance 

at the centre. Our Centre is a Sun Smart Centre. To achieve this, the staff will:  

1. Try to ensure that all children wear an appropriate wide brimmed hat or a legionnaire’s 
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cap, at all times during outdoor activities Require children and staff to 
wear a sleeved shirt while outdoors. 

2. Ensure that all children are covered with a broad spectrum water-
resistant sunscreen lotion rating not less than 30+  

3. Include in the program discussions about sun protection and 
encourage children to be 

4. Independent in sun safe behaviour   
5. Model sun-protective behaviour.  

                            We ask you to:   

• Provide appropriate protective clothing for your children’s use shirts/dresses with 
sleeves − hats with 2” (50cm) brim or legionnaire's cap and clearly named please. 
Apply sunscreen to your child 20 minutes before arriving at the centre Model sun-
protective behaviour yourself. 

 

For more information refer to the Gowrie Sun Policy in the Gowrie Policy Manua.  

Centre maintenance  

The centre is cleaned daily by our cleaner. This work is completed in the evening/morning. In addition, 
major cleaning of both internal and external walls, ceilings, floors, carpets, fans, etc are conducted 
regularly throughout the year.  The playgrounds are kept mowed, watered and fertilised by our 
gardener. 

The centre is sprayed for cockroaches and spiders yearly or as often as needed in both the playground 
and building.  Most repairs and ongoing maintenance of equipment is carried out by a contract 
handyperson or the Kindy appointed maintenance person upon request of the director. Sand and soft 
fall material is replaced or topped up annually, or on a needs-basis.   

We encourage parents to participate in working bees to assist with maintenance issues and to support 
the centre in keeping operational costs down.  

Emergency and fire procedures  

Fire and other emergency evacuations are practised once a month by staff 
and children at the centre. The fire evacuation procedure is displayed in the 
room along with an emergency evacuation map. Parents are encouraged to 
familiarise themselves with this information. If parents are in the centre at 
the time of an emergency evacuation drill, it is essential they cooperate with 
the staff and follow the necessary directions to ensure a quick and safe 
evacuation. Fire extinguishers and fire blankets are located in easily 
accessible places in the centre and are maintained accordingly. Refer to our 
Emergency Evacuation Plan for details of exact locations. All staff receives 
basic fire safety training yearly. 

Dealing with sick children  

The problem of sickness and infectious diseases is very serious, especially when so many children 
are in contact with each other. It is extremely difficult for staff to provide the appropriate care for 
children who are ill and still give attention to the rest of the group.   

Children with diarrhoea, vomiting and bad colds are sick and, therefore, should not be brought to the 
centre. It is a condition of enrolment that you have alternative care arrangements when your child is 
sick.   

If your child becomes ill at the centre staff will contact you immediately. Infection can move 
swiftly through a group. Therefore, we ask you or your nominee to come as quickly as possible 
to collect your child.  

Gowrie policy on dealing with sick children  

(a) Children with contagious illness will not be admitted into the centre.  
(b) Parents must contact the centre to report contagious illnesses.  
(c) In the event of a child taking ill in a centre the parent will be contacted. For this reason it is 

essential the centre has current work and emergency contact numbers.  
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If your child is unwell Please keep them at home. 

Common concerns 

Vomiting  

If your child is suffering from vomiting, regardless of the cause, they must be kept at home for 24 

hours from the completion of the vomiting attack.  

Diarrhoea  

Regardless of the cause, children must be kept away from the centre for 24 hours, from the last attack, 

and have a normal bowel motion before they return.  In severe cases, there may be a 24 hour 

exclusion. 

Conjunctivitis  

Children must be kept away from the centre from the time medical treatment has started and until the 

discharge has stopped.  

Colds  

If children are still able to cope with and enjoy a normal day, the child will not be excluded. In the case 

of more severe symptoms developing such as:  

❖ thick green discharge  
❖ persistent or deep cough  
❖ wheezing  
❖ fever  
❖ listlessness or lack of appetite the child must be kept away for a 

minimum of 24 hours or until well enough to cope with a normal 
day.  

Ear infections  

If there is a discharge, the child will need to be excluded.  

For all other excludable illnesses, please see the table of exclusions  

The Gowrie policy on giving of medication 

Prescribed medication  

In the interest of children’s safety and wellbeing, medication will only be administered if it is prescribed 
by a Doctor, in its original container with the original pharmacist’s dispensing label with details of: 
  

1. Child’s name     
2. Name of Medication        
3. Dosage        
4. Frequency     
5. How it is to be administered.         
6. Date of dispensing.     
7. Expiry Date. 

 
Medication will only be administered if the parent/guardian has completed and signed a Medication 
Form.   Children with allergies require a letter of confirmation from their doctor advising what the 
child’s reaction may be and what actions staff should take if an allergic reaction occurs. Medication is 
required to be handed to a staff member so that it can be stored securely (out of children’s access) 
and at the recommended temperature.   

Non-prescribed medication (including alternative therapies)  

Non-prescribed medication (i.e. over the counter medications and alternative therapies) will not be 
given to any child unless prior written permission and instructions from your child’s doctor have been 
received by the director/person-in-charge.   
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Paracetamol  

High temperature in young children is often the first symptom of illness or infection. As children are 
often unable to explain symptoms if they feel unwell and staff need to be aware of signs and symptoms 
of illness. Children’s temperatures can alter rapidly. As a high temperature is precursor to an illness 
or infection it is recommended that parents seek medical attention. See Appendix #5, Managing a 
High Temperature . 
 

Please note:  

All medication must be left in the designated areas for medication storage and a staff member 
informed. For the safety of children, under no circumstances is medication to be left in the child’s bag, 
on top of lockers or any other unsecured location.  

Clearance letters  

A clearance letter may be required if the centre staff are in doubt as to whether a child’s health is of a 
suitable standard to return to the centre.  

Asthma Policy 

Gowrie Policy in relation to puffers, spacers and nebulisers  

(a) All asthma medication is to be administered as per the requirements of Prescribed Medication 
in the Administration of Medication Policy. A letter from the doctor or instructions as per 
pharmacy label is required.  

(b) Parents must provide an Asthma Management Plan for the child, which has been developed 
in consultation with the child’s doctor, advising staff of the child’s triggers, symptoms and 
appropriate management techniques. This Asthma Plan is to be updated every six months. 
This is the responsibility of the parent. 

(c) The individual spacer or nebuliser is to be supplied by the parent.  
(d) The doctor’s letter must be renewed every three months if ongoing use is required.  
(e) In the case of the child having an acute asthma attack or showing no improvement after the 

use of the nebuliser/puffer, the parent will be contacted or the child will be taken to hospital.  
(f) You are required to show the staff member the procedure for using the nebuliser so that both 

staff member and child feel secure in using the machine.   

Staff are trained in Asthma Management each year. Please refer to the Gowrie Asthma Policy located 

in the Gowrie Policy Manual.. 

Immunisation 

Immunised children  

Parents are required to provide information regarding the immunisation status of your child upon 

enrolment. A copy of your child’s vaccination certificate or personal health record is required for your 

child’s file.  Please note that it is the responsibility of the parents to regularly update the child’s 

vaccination status by submitting new vaccination certificates after each immunisation.  

Non-immunised children  

The Gowrie requires any child who has never been vaccinated to be excluded from the program 

during outbreaks of some infectious diseases in accordance with the National Health & medical 

Research Council exclusion guidelines, even if the child is well.  

 

Current immunisation schedule: Please see  “Immunisation Poster”. 

Exclusion times for communicable diseases please see attached “Time Out” posters or can 
be accessed from “Staying Healthy: Preventing infectious diseases in early childhood 
education and care services (5th Edition)” on the website 
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http://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55_staying_healthy_child
care_5th_edition_0.pdfw 

Hygiene practices  

Hygiene practices of a high standard are implemented at Borilla Community Kindergarten. These 

include:  

➢ a hand washing procedure for staff upon arrival & departure, before and after wiping children’s 
noses, before and after serving food or administering medication, and after cleaning 
equipment  

➢ the use of separate sheets, beds, cups, plates, cutlery, washers and tissues for each child  
➢ encouraging children to assist in keeping the environment clean and tidy 
➢ daily cleaning of mattresses  
➢ after handling pets 

 

Hand washing  

Borilla Community Kindergarten maintains an overall high standard of general hygiene and 

cleanliness, which contributes to a healthy environment for children. Hands play an important role in 

spreading germs. Hand hygiene is a very effective way to control the spread of infection. Hand hygiene 

means washing hands with soap and water, or using an alcohol-based hand rub. 

(https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infecti

on_info_sheet_130701.pdf  accessed 10/12/14).  

Children will be encouraged to wash their hands on arrival & departure as well as regularly throughout 

the day. Younger children will be assisted by staff to learn sound hand washing techniques. All staff 

and visitors, as well as parents who may visit during the day, will minimise the risk of cross-infection 

by washing hands thoroughly at appropriate times.  

 

Food and nutrition  

We encourage children to eat healthy foods. Fruit, vegetables, cracker biscuits, cheese 

and sandwiches are suggested as appropriate morning tea snacks. We suggest a healthy 

lunch of sandwiches, salads, pita bread, fresh/dried fruit, pasta, rice or yoghurt. The 

recommended drink for young children is water.  Please speak to the director for further 

healthy lunch ideas. No lollies or soft drink or cordial please.  

Safety at the centre - workplace health and safety  

The safety of your child is of paramount concern to us. On a daily basis staff carry out routine 

procedures to ensure an optimal level of safety is maintained. Such procedures include: raking 

sandpits to check for foreign objects or animal faeces, covering sandpits after use, emptying water 

trays when not in use, and checking equipment and the environment for wear and tear. Other safety 

procedures include:  

✓ ensuring all dangerous items are kept in locked cupboards  
✓ disposal of a syringe and/or packaging found discarded on centre grounds or within close 

proximity to the service, as per Gowrie’s policy statements  
✓ completing out incident report forms to document injury  
✓ training staff on accident and emergency procedures  
✓ ensuring that safety devices are installed  
✓ requiring all permanent staff to hold a current senior first aid certificate 
✓ ensuring that kitchen & office doors are shut when an adult is not there 

Should you have a concern about any safety issue please see the director. 

Persons authorised to collect children  

Children must be collected and signed out of the centre by an adult or person over 16 years. 

https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
https://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55a_breaking_chain_of_infection_info_sheet_130701.pdf
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At the time of enrolment, you must provide the names, addresses and telephone numbers of persons 

authorised to collect your child. It is your responsibility to notify the centre of any changes in this 

authorisation. The centre requires the driver’s licence details of all persons authorised to collect your 

child. Children will only be released to the authorised peoples nominated on your child’s file or by you 

completing a Temporary Authority to Collect Form. (These are available from the administration staff). 

These forms must be given to your child’s teacher. 

Custodial and resident conflict  

Parents who wish to restrict another parent or family member from collecting their child must provide 

a certified copy of any court order (stamped with an official seal) to the centre upon enrolment or 

immediately following issue by a law enforcement agency.  

Staff will respect and adhere to the restrictions stated in the order while respecting each individual’s 

right to privacy. Should a restricted person attempt to collect the child, the director will secure the 

safety of all children, staff, parents and visitors, and notify the police. The custodial parent will then be 

contacted.  

Keeping animals   

To include pets, as appropriate, is an integral part of an education program without compromising the 

health and safety of families, staff, students, volunteers and visitors to our services. Borilla 

Kindergarten has chickens on the premises. 

When keeping animals as pets in a kindergarten environment, careful consideration of The Gowrie’s 

policy regarding the keeping of animals must be given to ensure the safety, health and hygiene of 

children, adults and pets.   

Pets must be kept in a secure and appropriate surrounding that allows for supervised child access 

only. Strategies and practices should be discussed between parents and staff. These include:  

• safe and hygienic handling and feeding of animals      

• strict hand washing guidelines  

• hygienic handling of animals’ food and drink containers and bedding 

• cleaning of cage/enclosures.   

• wearing safety goggles when necessary.  

 

Workplace bullying  

Borilla Community Kindergarten considers bullying unacceptable behaviour and will not tolerate it 

under any circumstances. Workplace bullying includes behaviours that intimidate, offend, degrade or 

humiliate a worker. Borilla Kindy will not tolerate workplace bullying by staff, committee members, 

parents or any other person. We have grievance and investigation procedures to deal with workplace 

bullying. Any reports of workplace bullying will be treated seriously and investigated promptly, 

confidentially and impartially.  

You can be assured that incidences of workplace bullying are rare at out centre.  We believe this is 

due to the positive strategies we have in place to ensure our staff are happy, for we are well aware of 

the crucial and influential role staff play in your child’s life.  Please assist us in continuing to protect 

the rights of individuals by providing a safe and respectful work environment.  
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Section 9: Communication  

Communication with parents 

Newsletters via email or paper version 

Newsletters are periodically sent out to each family. These may include reminders of upcoming 

events, current issues in early childhood, possibly favourite songs, rhymes, stories and other 

information the staff think may be of interest to you.  If requested, newsletters can be emailed to 

parents.  

Noticeboards  

Information about early childhood issues, theatre productions, parent information nights and other 

relevant items will be displayed on the noticeboard. Please take the time to read notices regularly.   

Daily feedback  

Each day you are given information about your child’s day. This may be in the form of a day book 

written by the staff. Please ensure you chat briefly with staff at the end of each day if you require 

information about your child as well.  If you require detailed information, please make an appointment 

with your child’s teacher. 

Concerns and complaints (grievance procedure)  

If you have a concern or complaint the ensuing procedure is followed.   

✓ Raise your concerns with the Nominated Supervisor (Director). The Nominated Supervisor 

will then make a time with the parent or guardian to discuss the matter and work through 

possible solutions or offer supportive material. 

✓ If families feel that their grievance has not been resolved satisfactorily at this level, the 

parent/guardian will be encouraged to place the complaint in writing and address the matter 

to the President who will bring the complaint/concern to the attention of the Executive 

Committee for noting and action.  

✓ In the instance of a service not being able to process a grievance complaint satisfactorily to 
all parties the Central Governing Body will be informed. The CGB will then discuss for their 
process with the service. 
 

✓  All complaints and grievances will be handled with respect for confidentiality and procedural 
fairness will be observed in all aspects of handling a complaint.  

   

We hope that all concerns of parents can be satisfactorily met, however, if you are unhappy with the 
result of the complaint handling you should approach the early education consultant and The Gowrie 
Queensland, identifying yourself and the concern you have.  

After discussion with the parent, director, management committee and person whom the complaint is 

made against, the early education consultant will investigate the complaint focusing on the issue of 

concern. Finally, if a parent is not happy about the resolution of their complaint, they may contact the 

Department of Education & Training, Early Childhood Education & Care Team.    

 
 

 
 

Borilla Kindergarten Management Committee can be contacted via email: 
committee@borillakindy.qld.edu.au 

 A register of complaints will be kept at the centre to enable us to review centre practice.   

 
Early Childhood Information Service 13QGOV (137468)  

Email: rockhampton.ecec@qed.qld.gov.au 

 

PO Box 138  
Rockhampton Q 4700  
Telephone: (07) 4932 4022 

 

We look forward to you becoming part of our Borilla family.      

 

mailto:committee@borillakindy.qld.edu.au
mailto:committee@borillakindy.qld.edu.au
mailto:committee@borillakindy.qld.edu.au
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Appendix #1. 
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Appendix #2. 
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Appendix #3. 
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Evacuation Plan 
Appendix #4. 
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Appendix #5. 


