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The Oaks Preschool Kindergarten Co-Op Ltd

2  William Street The Oaks 2570

PO Box 6058 The Oaks 2570

Telephone:  4657 1327     Fax:  4657 1539

Email:  admin@theoakspreschool.com.au
The Preschool’s Carer Reference Number is   555-015-974S
www.theoakspreschool.com.au

We welcome you and your family to The Oaks Preschool.
Since 1977 we have been providing the community with rewarding experiences for children of preschool age. The Preschool is owned and run by the local community and encourages parents to become involved.
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Teaching Staff- Educators
Your child will be cared for and taught by qualified teachers and assistants. Qualified replacements are called upon to relieve staff when necessary.

The Preschool is committed to developing the skills and competencies of its staff.  Throughout the year staff attend professional development courses, formal study and trainings.

Mrs Jennie Downie–Director/ Teacher 

Miss Caitlin Anthony–Diploma 


Mrs Sharon Adams–Child Care Educator 

Mrs Kathy Odgers–Child Care Educator 


Mrs Chantel Norris–P/T Child Care Educator 

Mrs Stacey Sayre–P/T Child Care Educator 


Mrs Monique Funnell-P/T Child Care Educator 

Mrs Helen McNiece – Office Administrator 
Preschool Aims

· To provide a happy, safe and stimulating environment in which children can learn.

· To provide a stepping stone from the family to the formal education system.
· To provide an environment in which parents and teaching staff can work together to meet the individual needs of the child.

· To accommodate the individual needs and interests of each child by providing appropriate activities.

· To provide a range of experiences which build upon and reflect the child’s cultural background.

· To foster a sense of security and inclusion for children, parents and caregivers.

· To develop on-going communication between staff, families and children.

· To employ staff who enjoy working with both children and their families.

· To develop co-operative relationships between staff and Board members.

· To encourage and support the professional growth and development of staff. XE "Philosophy of The Oaks Preschool Kindergarten Co-Operative Ltd" 
Full Preschool Philosophy document can be found on the back two pages.

History of The Oaks Preschool

In 1971 the need for a preschool in The Oaks was recognised by the community. After six years of meetings and work, the Preschool was officially opened on 23rd April 1977 at the Anglican Church Hall. The teacher was Mrs Jan Gall. There were 6 children enrolled on the first day with 25 by the end of Term 2.

The land where the Preschool currently stands was acquired from the Lands Department with the assistance of Wollondilly Council on a long term lease. The original Preschool building was the shell of the old Nattai Schoolhouse. Funds raised and time donated by parents and the community helped complete the current preschool over an 18 month period. The “new” Preschool building, catering for 25 children was officially opened on the 4th November 1979.  Further extensions (current Caterpillar Room) got underway in 1997 and were completed in 1999. 

The Preschool now operates Monday to Friday from 9:00am to 3:00pm with extended hours of 8.00am to 4.00pm and can cater for up to 30 children each day. With the help of interested staff and parents it continues to provide children with a happy and caring learning environment. XE "History of The Oaks Preschool" 
Preschool Program
To give your child the full benefit of preschool, it is important he/she arrives and leaves on time, ie. 9.00am – 3.00pm
The Oaks Preschool curriculum reflects the guidelines of the National Quality Framework. Children are unique individuals developing at their own rate and having their own interests. The program is planned to meet the needs and interests of each individual child. The Preschool’s teachers are trained to guide the child in his/her all round development, covering the five learning outcomes of The Early Years Learning Framework (EYLF). The program provides opportunities to develop skills, encourage self- expression and build self-confidence in your child. Children learn to share, take care of their own and others’ possessions, take turns and their place in a group. These qualities help prepare him/her to adjust more readily to the wider world/ school.
Discussions between parents and teachers on aspects of the program and the child’s growth and development are encouraged. Information gained from parents about their child including his/her interests is used to develop programs to meet the individual child’s needs.
It is the Preschool’s belief that children best learn through play. The Oaks Preschool aims to provide each child with activities and equipment that are suitable to his/her individual stage of development. Some of these include crafts; puzzles; toys; building blocks; play dough; water play; ball play; a sandpit; a home corner and a natural science corner as well as a challenging outdoor environment that is age /stage appropriate. Music and dramatic play are part of the child’s preschool experience developing listening skills, movement, dancing and singing. Story time, picture talks and discussion groups help to develop language and literacy skills and a love of good literature. Visiting artists/shows and excursions provide valuable learning experiences for the children.
The developmental program of activities is on display in each room. There is space for families to comment on the program every day, and we value feedback, which helps us more fully meet yours and your child’s needs. Our daily activities include following up from family input sheets, formal observations completed by teachers, group interests identified and child requests for items. These can be identified using the key on the program. 

The teachers guide the children during activities. They encourage participation within the group. The teachers spend a lot of time talking to and observing each child and setting guidelines so that your child soon comes to know what is acceptable behaviour. The teachers make time for each child to share news of interest to the group. Children are encouraged to bring things that can be discussed and used to add to the group’s experiences.  Children should not bring toys from home, even as news items.  Staff are unable to take responsibility for toys should they become lost/stolen or damaged. XE "Preschool Program" 
Enrolments 

The Preschool is licensed to enrol children from 3 years of age to under 6 years of age who are toilet trained. A child can be registered with the Preschool before he/she has turned 3. The child’s name will be placed on a waiting list.  A child may attend from 1 to 5 days per week depending on availability. 

When a child is enrolled the family becomes a member of The Oaks Preschool Kindergarten Co-Operative Ltd - a Co-operative society. XE "Enrolments"  

Daily Procedures 

The Preschool operates from Monday to Friday. Term dates are the same as the public schools’ term dates; however, we do operate on pupil free days.  We are closed on public holidays. The children are expected to arrive at 9:00am and leave at 3:00pm, unless you are using the extended hours option. The Preschool can cater for up to 30 children each day.
Please bring your child to his/her teacher on arrival and when leaving. It is important for the teacher to welcome your child, and to know who is responsible for taking him/her home. 

Written consent must be given to your child’s teacher if any person other than one of the people nominated on your child’s enrolment form is to collect your child, even if it is a one off occasion. If the person collecting your child is unknown to staff he/she must be prepared to show some form of identification.

Our daily routine, which is flexible according to special events, weather or children’s interests, is on display at the sign on area. XE "Daily Procedures" 
Signing In And Out of Preschool
The Department of Education and Communities requires the Preschool to keep a record of the day(s) and times each child arrives and leaves. Sign In/Out Book is located near the front door and MUST be signed by the person delivering the child to the Preschool in the morning and by the person collecting the child in the afternoon. The time of arrival and departure must also be entered XE "Signing In And Out of Preschool" .

Late Fee

A late fee will be charged at $15.00 per 15 minute intervals for any child not collected by 3:00pm, if preschool hours are nominated, or 4.00pm, if extended hours nominated.  If you are running late, please ring so staff can:

1. Reassure your child

2. Note your child’s attendance hours. XE "Late Fee" 
Communication

 A communication pocket is provided for each family. In this pocket you will find information including notes from teachers, the Preschool newsletter and receipts. This pocket should be checked daily. 

Current information will also be displayed on the whiteboard and sign in noticeboard.

Newsletters are provided every three weeks. XE "Communication" 
Absences from the Preschool
Please notify the Preschool before 9.00am if your child will be absent. This assists educators plan the day and also offer casual days to children who may request them. XE "Absences from The Preschool" 
Fees
Invoices for fees will be provided in communication pockets at the beginning of each term, outlining the amount owing for the term.  Fees can be paid weekly, fortnightly, monthly or by the term. All fees must remain one week in advance.

Failure to comply with these fee regulations could mean your child losing his/her place at the Preschool. Full fee payment is required if your child is absent for any reason including private holidays, sickness or disease outbreak.  XE "Fees" 
Payment of Fees

Our fee payment methods are CASH, CHEQUE or DIRECT DEPOSIT.  The Preschool prefers Direct Debit Payments as this method helps keep administration costs down.
DIRECT DEBIT Payments - If paying fees by DIRECT DEPOSIT the bank details are:

BANK:


Commonwealth Bank, Camden Branch

ACCOUNT NAME:
The Oaks Preschool Kindergarten Co-operative Limited

BSB:


062-516

ACCOUNT NO:
0090 2485
In the transaction description please include the Child’s Name and send an email to Preschool admin@theoakspreschool.com.au indicating payment has been made including Child’s Name, Date of the Transaction and the Amount Deposited.  Your receipt will be placed in your information pocket once we have processed your payment.
CASH or CHEQUE Payments - Fee payments by CASH or CHEQUE are to be paid in the morning, before 11.00am.  The Preschool requests that the correct money be tendered each time a fee payment is made, as we do not keep cash on the premises for change.  Cheques are to be made out to: The Oaks Preschool Kindergarten Co-Op, Ltd.
Money will be receipted immediately.  These receipts must be kept as proof of payment being made.  Payments must be handed to the Office Administrator or Director, or teacher in their absence.  Any request for special arrangements regarding the payment of fees should be made with the Office Administrator.
Overdue Fees:  If fees are not paid in accordance with Preschool Policy, and the preschool receives no response to reminder letters issued concerning any overdue amounts; then family and account details may be forwarded to a debt recovery service, should the Preschool take any action to recover any debts incurred.  XE "Payment of Fees" 
Government Subsidy
The Preschool receives funding from the State Government through the Department of Education and Communities. A small amount of funding is received for those in financial need. This subsidy is available to families with a Family Health Care Card. If you feel you may qualify for the subsidy please see the Office Administrator. Any information discussed will be kept in the strictest confidence. XE "Government Subsidy" 
Court Orders

If your child is subject to court orders affecting custody, please ensure that the Nominated Supervisor receives a copy of the order. XE "Court Orders" 
Children’s Daily Needs/Requirements

Each day your child needs to bring:

· A piece of fruit for crunch ’n’ sip. This is to be in a container, clearly labelled with your child’s name and be ready for your child to eat.  It must be fresh fruit or vegetables.  If your child needs it peeled or cut up, please do this.  
· A sandwich with a nutritional filling plus extras such as yoghurt, a muesli bar etc in a lunchbox for lunch.

· Lunches are packed in our refrigerator every morning.  To help make stacking the shelves easier, please pack your child’s lunch in a compact lunchbox or small plastic container.

· A drink for lunch in a plastic bottle or a popper.

· A spare set of clothes (in case of accidents) to be kept in your child’s bag/back pack.                                                                                              

· A sun hat. If your child forgets his/her hat then he/she will need wear a clean spare hat or play in the shade. XE "Childrens Daily Needs/Requirements" 
At the beginning of the year, each child needs to supply a pack of toilet paper, paper towel and a box of tissues.
Labelling Items
(Including: lunchboxes, drinks, clothing, backpacks, bags, hats.)  

When labeling items for Preschool please write the labels, using capital letters for the first letter of your child’s name and surname followed by lower case letters. This helps your child to identify his/her own name in preparation for School.

Order forms for preprinted labels are available at preschool. This helps support the preschool fundraising as well as ensuring a clear and easy labeling option. XE "Label Items" 
Clothing for Preschool

Consider the following when choosing what your child wears to preschool.

· Craft work can at times be messy so please no good/special outing clothes.

· Your child may do a lot of running and climbing outside therefore thongs are not acceptable footwear.

· During the day your child may need to remove some of his/her clothing, so he/she should have something easy to manage.
· Preschool Sun Policy states clothing must have sleeves and collars (no straps), and children should wear sunscreen and hats at all times when outside.
Preschool tee shirts, hats and jumpers are available for purchase from the office at any time throughout the year for very reasonable prices.  This saves worrying about what to wear, or paint on good clothes. XE "Clothing for Preschool" 
Lunchboxes - What to Pack
In line with the above guidelines, Preschool encourages the inclusion of the following in your child’s lunch box, with consideration given to his/her appetite, allergies, cultural and personal preferences.  
· One serving of bread or cereals, sandwich, wrap, bread roll or similar with a healthy spread or salad on it  

· A serving of calcium in the form of yoghurt, custard or similar

· A serving of fruit, fresh is best, although purchased containers of diced fruit are very handy. Help your child to practice peeling fruit, and eating it whole. If this isn’t possible please pre prepare and cut up fruit for lunch times. Separate fruit container for crunch ‘n’ sip.
· A muesli bar, cut up pieces of salad, jelly with fruit in it, dried fruit are all other very healthy snacks to include for after sandwich.

· No lollies, chips or unhealthy food should be brought to preschool, including cakes and sweet biscuits that have no nutritional benefit. Check all commercial products for high sugar and fat content. XE "Preschool Lunchboxes What to Pack" 
Sun Protection Procedures

Preschool has a comprehensive sun protection policy. To familiarise families with our procedures, a copy is included in newsletters biannually for your reference. The full policy manual can be viewed at any time, and is kept on the shelf under the sign in area.
The Oaks Preschool supports Sun Safe Play for Children through:

Role Modelling: Educators will role model Sun Safe behaviour to children, such as wearing wide brimmed hats, sleeves, collars, longer shorts, skirts or long pants and sunblock. Parents and visitors at the preschool for extended periods must wear appropriate clothing, hats and sunscreen. This is important because children learn by example and modeling.

Sun safe clothing: Children are encouraged to wear shirts with collars and sleeves that are made from closely woven fibre. Singlet tops and dresses with straps are not appropriate and are not to be worn. 
Sun safe Hats:The preschool has a “No Hat, Play in the Shade” policy. Hats should cover the face, ears and neck. Caps are not appropriate hats for sun safety or preschool.  Preschool will keep a number of spare children’s hats, washed hygienically after use.
Sunscreen: Parents/Carers are to apply sunscreen to their child before coming to preschool. SPF30+ broad -spectrum water-resistant sunscreen is to be kept near the Sign-in Book for parents to apply sunscreen to their child before leaving if not applied at home. This method is not as effective as home application. During the day educators and children will apply sunscreen 20 minutes before going outside
Outdoor activities will be held in these shaded areas wherever possible, especially between September and April. During these months outdoor activities will be avoided between 11am and 3pm. Preschool programs include sun safe teaching and discussions. XE "Sun Protection Procedures" 
Medication 

If your child is required to receive any form of medication during the time he/she is at the Preschool, then the medication and written instructions must be handed to the child’s teacher on arrival, and a medication consent form must be completed.  Medication must be supplied in original bottle, and all prescription medicines must have the Child’s name on it as provided by the pharmacist.  NO MEDICATION IS TO BE LEFT IN THE CHILD’S BAG
Illness

Any child who seems unwell to his/her teacher on arrival at the Preschool can be refused admission if it is determined, in consultation with other teachers, that the child is not well enough to participate adequately in the program.  If your child has a temperature of 38(C or more, you will be contacted to take your child home, in accordance with Preschool policy.  Staff cannot appropriately care for a child with a high temperature.

The National Health and Medical Research Council recommend that children who are physically unwell should be excluded from attending preschool.  Children are not able to return to Preschool until a full 24 hours has passed since any Diarrhoea, Vomiting or Temperatures.
Infectious Diseases
You are also required to advise the Preschool immediately if your child contracts any infectious disease, immunised or not, as the Preschool has a responsibility to report all infectious diseases to the Health Department, as well as families attending.  The Preschool cannot provide care for children with an infectious illness. You are advised to keep your child at home until he/she is fully recovered or for at least the periods of time as given in the recommended exclusion guideline from the National Health and Research Council that follows.   Families will be notified of any cases of illness with a sign on the whiteboard. Information about the disease symptoms and management will be available at the sign in book. XE "Medication" 
Medication Recommended Minimum Periods of Exclusion From Preschool 
National Health and Medical Research Council - Adapted from Staying Health – 5th Edition - 2013
	Condition
	Exclusion of Cases
	Exclusion of Contacts

	Campylobacter Infection
	Exclude until there has not been a loose bowel motion (diarrhoea) for 24 hours
	Not Excluded

	Candidiasis (Thrush)
	Not Excluded
	Not Excluded

	Conjunctivities
	Exclude until discharge from eyes the eyes has stopped, unless a doctor has diagnosed non-infectious conjunctivitis
	Not Excluded

	Crytosporidium
	Exclude until there has not been a loose bowel motion for 24 hours
	Not Excluded

	Cytomegalovirus (CMV) Infection
	Not Excluded
	Not Excluded

	Diarrhoea 

(No organism identified)
	Exclude until there has not been a loose bowel motion for 24 hours
	Not Excluded

	Fungal infections of the skin or nails (eg ringworm, tinea)
	Exclude until the day after starting appropriate antifungal treatment
	Not Excluded

	Giardiasis
	Exclude until there has not been a bowel motion for 24 hours
	Not Excluded

	Glandular Fever (mononucleosis, Epstein Barr Virus EBV infection)
	Not Excluded
	Not Excluded

	Hand Foot & Mouth Disease
	Excluded until all blisters have dried 
	Not Excluded

	Haemophilus Infection Type B (HIB)
	Exclude until the person has received appropriate antibiotic treatment for at least 4 days
	Not Excluded. Contact a public health unit for specialist advice.

	Head Lice (Pediculosis)
	Not excluded if effective treatment begins before the next day at the education and care service.  The child does not need to be sent home immediately if head lice are detected.
	Not Excluded

	Hepatitis A
	Exclude until a medical certificate of recovery is received and but at least seven days after onset of jaundice or illness
	Not Excluded. Contact a public health unit for specialist advice about vaccinating or treating children in the same room or group.

	Condition
	Exclusion of Cases
	Exclusion of Contacts

	Hepatitis B
	Not Excluded
	Not Excluded

	Hepatitis C
	Not Excluded
	Not Excluded

	Herpes (Cold Sores, fever blisters)
	Not excluded if the person can maintain hygiene practices to minimize the risk of transmission.  If the person cannot comply with these practices (eg they are too young) they should be excluded until the sores are dry.  Sores should be covered with a dressing, where possible.
	Not Excluded

	Human Immunodeficiency Virus  (HIV)
	Not excluded.  If the person is severely immune compromised, they will be vulnerable to other people’s illness.
	Not Excluded

	Human Parvovirus B19 (fifth disease, erythema infectiosum, slapped cheek syndrome)
	Not Excluded
	Not Excluded

	Hydatid Disease
	Not Excluded
	Not Excluded

	Impetigo
	Exclude until appropriate antibiotic treatment has started.  Any sores on exposed skin should be covered with a watertight dressing
	Not Excluded

	Influenza / Influenza like Illness
	Exclude until person is well
	Not Excluded

	Listeriosis
	Not Excluded
	Not Excluded

	Measles
	Exclude for a least four days after onset of rash
	Immunised and immune contacts are not excluded.  For non-immunised contacts, contact a public health unit for specialist advice.  All immunocompromised children should be excluded until 14 days after the appearance of the rash in the last case

	Meningitis (Viral)
	Exclude until person is well
	Not Excluded

	Meningococcal Infection
	Exclude until appropriate antibiotic treatment has been completed
	Not Excluded.  Contact a public health unit for specialist advice about antibiotics and/or vaccination for people who were in the same room as the case.

	Molluscum Contagiosum
	Not Excluded
	Not Excluded

	Mumps
	Exclude for nine days or until swelling goes down (whichever is sooner)
	Not Excluded

	Norovirus
	Exclude until there has not been a loose bowel motion or vomiting for 48 hours.
	Not Excluded

	Pertussis (Whooping Cough)
	Exclude until five days after starting appropriate antibiotic treatment, or for 21 days from the onset of coughing.
	Contact a public health unit for specialist advice about excluding non-vaccinated and incompletely vaccinated contacts, or antibiotics.

	Condition
	Exclusion of Cases
	Exclusion of Contacts

	Pneumococcal Disease
	Exclude unit person is well.
	Not Excluded

	Roseola
	Not Excluded
	Not Excluded

	Ross River Virus
	Not Excluded
	Not Excluded

	Rotavirus Infection
	Exclude until there has not been a loose bowel motion or vomiting for 24 hours.
	Not Excluded

	Rubella (German Measles)
	Exclude until fully recovered or for at least four days after onset of rash
	Not Excluded

	Salmonelllosis
	Exclude until there has not been a loose bowel motion for 24 hours.
	Not Excluded

	Scabies
	Exclude until the day after starting appropriate treatment.
	Not Excluded

	Shingellosis
	Exclude until there has not been a loose bowel motion for 24 hours.
	Not Excluded

	Streptococcal Sore Throat (Including Scarlet Fever)
	Exclude until the person has received antibiotic treatment for at least 24 hours and feels well
	Not Excluded

	Toxoplasmosis
	Not Excluded
	Not Excluded

	Tuberculosis (TB)
	Exclude until medical certificate is produced from the appropriate health authority.
	Not Excluded. Contact a public health unit for specialist advice about screening, antibiotics or specialist TB clinics.

	Varicella ( Chicken Pox)
	Exclude until all blisters have dried – this is usually at least 5 days after the rash first appeared in non-immunised children, and less in immunised children.
	Any child with an immune deficiency (for example leukemia) or receiving chemotherapy should be excluded for their own protection.  Otherwise, not excluded.

	Viral Gartroenteritis 

(Viral Diarrhoea)
	Exclude until there has not been a loose bowel motion for 24 hours
	Not Excluded

	Worms (Intestinal)
	Exclude if loose bowel motions are occurring.  Exclusion is not necessary if treatment has occurred.
	Not Excluded XE "Medication Recommended Minimum Periods of Exclusion From Preschool" 


Immunisation

The Public Health Act 1992 requires parents to provide documented evidence from the Australian Childhood Immunisation Register of a child’s immunisation status on enrolment at the Preschool. This is not to say immunisation is compulsory, but in the event of an outbreak of a vaccine preventable disease in the Preschool, all unimmunised children would be required to remain home for the duration of the outbreak, for their own protection. Fees for these days remain payable by you. If your child is not being immunised you need to provide on enrolment at Preschool a completed Australian Childhood Immunisation Register Exemption Form.
For your information Immunisation Schedule

Reference and for more information: http://www.health.nsw.gov.au/publichealth/immunisation/schedule.asp
	AGE
	DISEASE
	VACCINE

	CHILDHOOD VACCINES

	Birth 
	Hepatitis B
	H-B-VAX-II

	2months
(all vaccines may be given as early as 6 weeks)
	Diphtheria, Tetanus, Pertussis, Haemophilus influenzae typeB (Hib), Hepatitis B, Polio
Pneumococcal

Rotavirus
	INFANRIX 
HEXA
PREVENAR 13

ROTARIX

	4 months
	Diphtheria, Tetanus, Pertussis, Haemophilus influenzae type B (Hib), Hepatitis B, Polio 
Pneumococcal
Rotavirus
	INFANRIX 
HEXA 
PREVENAR 13

ROTARIX

	6 months
	Diphtheria, Tetanus, Pertussis, Haemophilus influenzae typeB (Hib), Hepatitis B, Polio
Pneumococcal
	INFANRIX 
HEXA
PREVENAR 13

	12 months*
	Measles, Mumps, Rubella
Haemophilus influenzae type B (Hib), Meningococcal C
	MMR

MENTITORIX


	18 months
	Measles, Mumps, Rubella Varicella (Chicken pox)
	PRIORIX
TETRA

	4 years*
(all vaccines may be given as early as 3½ years)
	Diphtheria, Tetanus, Pertussis, Polio Measles, Mumps, Rubella
(if child has not had 2 doses of measles-mumps-rubella containing vaccine)
	INFANRIX-IPV 

MMR

	ADOLESCENT VACCINES (School-Based Program)

	Year 7
	Diphtheria, Tetanus, Pertussis

Human Papillomavirus

Varicella (catch-up only)
	BOOSTRIX

GARDASIL

VARICELLA

	VACCINES PROVIDED FOR AT-RISK GROUPS

	6 months and over with medical risk conditions
	Influenza
	INFLUENZA

	Aboriginal - 15 years and over
	Influenza
	INFLUENZA

	AGE
	DISEASE
	VACCINE

	65 years and over
	Influenza
	INFLUENZA

	Pregnant women
	Influenza
	INFLUENZA

	All – 65 Years and Over
	Pneumococcal
	PNEUMOVAX 23

	Aboriginal – 50 years and over
	Pneumococcal
	PNEUMOVAX 23

	Aboriginal – 15-49 years with medical risk factors***
	Pneumococcal
	PNEUMOVAX 23


Other adult vaccines available include Whooping cough, Diphtheria, Hepatitis B, Measles, Seasonal Flu, Human Papillomavirus. http://myvaccination.com.au 2013 XE "Immunisation" 
Separation
Starting Preschool is a big step. Some children adapt more readily to this situation than others and the teachers will work closely with the you to make the separation both a confident and happy one. If your child has not been away from you before, they may have some anxious moments. These reactions are normal, and will improve when the child gains trust in the staff, environment routine and the fact that you will return. Our staff are very experienced and caring , and understand how both you and your child are feeling. Discuss any concerns you may have with them (preferably out of earshot of children, as hearing discussions will reinforce their separation anxiety). Strategies the staff may suggest to make the transition easier include:

· Preparation visits to preschool to familiarise children with staff and the environment, 

· Positive talk and preparation for preschool from parents and family

· Tell the child clearly when you will return (E.g. after fruit time)

· Settle your child to an activity, tell them you are going and then leave quickly. Avoid coming back for “one more kiss” or let the child see you hesitating. This will confirm fear in a child.

· Encourage parents to ring preschool to confirm your child has settled

· If child is still unsettled, maybe we can suggest shorter days to begin with.

The most important thing to remember is the staff will be honest with you about your child’s day and their adjustment to being without you. Please trust and communicate with them, as these messages also pass to children.XE "Separation"  

Birthdays
The staff enjoy helping the children celebrate their birthdays, and encourage you to send along a simple cake or cup cakes on (or a day close to) your child’s birthday. Ask staff about food allergies and catering requirements. XE "Birthdays"   
Children’s Development and Staff Discussions
Preschool children and their skill development vary enormously. Individual differences are normal and expected. Information regarding normal stages of development are often included in newsletters, or discussions with educators. The teachers value the opportunity to discuss your child’s development with you. Teachers are available after 3pm for longer discussions, and an arranged appointment is usually the best option.
Journals of your child’s work and staff observations are available at all times for you to peruse. A developmental summary is given to parents at the end of the year, with common milestones and comments recorded. If you have any concerns at all about your child, or there have been any changes in their life which may affect them, please discuss these with your class teacher. Staff will organise to speak with you if they have any particular concerns about your child. XE "Children’s Development and Staff Discussions" 
Health Promotion
The Oaks Preschool follows recommendations of the Department of Health and Ageing’s 2009 health initiative “Get up and Grow” concerning Healthy Eating and Physical Activity for 0 – 5 year olds. More information can be found on their website at www.health.gov.au.

Our children’s early years are their most important and establishing healthy behaviours from birth will lay the foundation for lifelong health and wellbeing. Nutritious food and regular physical activity supports normal growth and development of children and reduces the risk of developing chronic lifestyle related diseases in later life. The Preschool helps to support healthy choices by providing information and supporting the governments initiative of “Get up and Grow”, - Healthy Eating and Physical Activity Guidelines for Early Childhood Settings.
The goal of the healthy eating guidelines is to promote offering healthy food choices to children, while also encouraging children to eat to their own appetites, develop positive attitudes toward selecting food, and enjoy eating. The goal of the physical activity recommendations is to support making play a priority, and encourage early childhood staff, carers and families to provide frequent play opportunities in a positive environment. 

Get Up and Grow Healthy Eating Guidelines
1. Healthy eating guideline: Exclusive breastfeeding is recommended, with positive support, for babies up to six months. Continued breastfeeding is recommended for at least 12 months – and longer if the mother and baby wish.
2. Healthy eating guideline: If an infant is not breastfed, is partially breastfed, or if breastfeeding is discontinued, use an infant formula until 12 months of age.
3. Healthy eating guideline: Introduce suitable solids at around six months.
4. Healthy eating guideline: Make sure that food offered to children is appropriate to the child’s age and development, and includes a wide variety of nutritious foods consistent with the Dietary Guidelines for Children and Adolescents in Australia (see page 3).
5. Healthy eating guideline: Provide water in addition to age-appropriate milk drinks. Infants under the age of six months who are not exclusively breastfed can be offered cooled boiled water in addition to infant formula.
6. Healthy eating guideline: Plan mealtimes to be positive, relaxed and social.
7. Healthy eating guideline: Encourage children to try different food types and textures in a positive eating environment.
8. Healthy eating guideline: Offer an appropriate amount of food, but allow children to decide themselves how much they will actually eat.
9. Healthy eating guideline: Offer meals and snacks at regular and predictable intervals.
10. Healthy eating guideline: Ensure that food is safely prepared for children to eat – from the preparation stages to consumption.
Get Up and Grow Physical Activity Recommendations
1. Recommendation: For healthy development in infants (birth to 1 year), physical activity – particularly supervised floor-based play in safe environments – should be encouraged from birth.
2. Recommendation: Toddlers (1 to 3 years) and pre-schoolers (3 to 5 years) should be physically active every day for at least three hours, spread throughout the day.
3. Recommendation: Children younger than two years of age should not spend any time watching television or using other electronic media (DVDs, computer and other electronic games).
4. Recommendation: For children two to five years of age, sitting and watching television and the use of other electronic media (DVDs, computer and other electronic games) should be limited to less than one hour per day.
5. Recommendation: Infants, toddlers and pre-schoolers should not be sedentary, restrained or kept inactive for more than one hour at a time – with the exception of sleeping.
Food for Health: Dietary Guidelines for Children and Adolescents in Australia
1. Encourage and support breastfeeding.

· Children and adolescents need sufficient nutritious foods to grow and develop normally.
· Growth should be checked regularly for young children.
· Physical activity is important for children and adolescents.
2. Enjoy a wide range of nutritious foods.
Children and adolescents should be encouraged to:
· eat plenty of vegetables, legumes and fruits
· eat plenty of cereals (including breads, rice, pasta and noodles), preferably wholegrain
· include lean meat, fish, poultry and/or alternatives
· include milks, yoghurts, cheeses and/or alternatives. Reduced-fat milks are not suitable for children under two years, because of their high energy needs, but reduced-fat varieties should e encouraged for older children and adolescents
· choose water as a drink
And care should be taken to: 

· limit saturated fat and moderate total fat intake. Low-fat diets are not suitable for infants
· choose foods low in salt
· consume only moderate amounts of sugars and foods containing added sugars.

3. Care for your child’s food: prepare and store it safely.
© Commonwealth of Australia, 2003. Reproduced with permission of the Australian Government, 2009 XE "Health" 
Policies, Procedures and Regulation Information
The Preschool’s Policies and Procedures Manual is available for parents to read on request. It is a detailed document providing information on all aspects of the Preschool and can be found under the Sign-In Book.

The Education and Care Services Regulation 2011, The National Law and information on the National Quality Framework, including the Early Years Learning Framework are all available for viewing on request. XE "Policies, Procedures and Regulation Information" 
Emergency Procedures

Emergency procedures are displayed in prominent positions in both classrooms. Emergency evacuations are practiced every term, ensuring all children and staff have the opportunity to participate and gain experience at different times of the day. Our procedures ensure staff and children are familiar with procedures so any emergencies can be handled as quickly, calmly and efficiently as possible, causing the least amount of anxiety and disruption to children. Families will be informed via a sign on the whiteboard that we have held a practice, detailing what we teach children.

The Evacuation/ Emergency Procedure can be found in the Preschool’s Policies and Procedures Manual that is located under the Sign-In Desk and on the wall in each room.
Other emergency procedures are on display in the office.  You will be advised on the whiteboard if any of these events occur.  XE "Emergency Procedures"  

Children with Special / Additional Needs

 A child with Special / Additional Needs is one that requires more staff time and attention than that of the average child. This could be due to the child’s: physical disability, intellectual disability, behaviour, advance development (gifted and talented), ill health, emotional stability, language/cultural differences. Parents should provide details of their child’s needs that may include documentation from professionals such as medical officers, community nurses, speech pathologists and counsellors. Staffs will then assess whether appropriate care can be provided for the child, giving consideration to other children enrolled, staff ratios and children’s needs. 

Staff liaise families and other professionals involved with your child to ensure a consistent approach and approriate developmental program is provided to help children reach their full potential. XE "Children with Special / Additional Needs" 
Managing Behaviour

Behaviour is managed and expectations consistently reinforced through staff using positive behaviour guidance and role modelling at all times.  Strategies used by staff include redirection, calm, rational explanation, praising positive behaviour, consistent reinforcement of safety and caring values. Children will be encouraged to recognise the feelings of others. Staff value children’s mistakes as learning opportunities in regard to socially acceptable behaviours and listen when children talk about their feelings and frustrations.
No form of punishment, humiliation or actions that will frighten the child will be used by staff. If a child continues to act inappropriately, staff will give the child a choice of doing the right thing or moving away from the group/activity. If behaviour still continues, the child will be moved to another activity and consequences explained. Staff will follow through and return the child when appropriate behaviour is observed.XE "Managing Behaviour" 
Concerns or Complaints

Each family that uses the Preschool is able to raise issues of concern and have them resolved.  If for any reason you have a concern or complaint regarding an aspect of the Preschool there is a complaints procedure. Your first approach should be made to the teachers who can inform you of this policy. Concerns or complaints may be received by any staff member or member of the Board. They may be made either verbally or in writing. All concerns and complaints will be accepted. The complaints procedure will then be followed as shown in the Policies and Procedures Manual located under the Sigh-In Desk. XE "Concerns or Complaints" 
Child Safety
Leaving your child for the first time, and trusting others to care for them is a big step.  Enrolling your child at preschool is important for their independent development and for them to practice social skills and caring for themselves.  
The staff, educators and management at the Oaks Preschool are committed to keeping your child safe and to providing information for families on how to keep their children safe. 

We do this through:

1. Employing trained staff and ensuring educators continue to update their knowledge according to current regulations and laws
2. Ensuring staff are fully trained in emergency First Aid, anaphylaxis, asthma and fire procedures.
3. Ensuring staff are familiar with all safety requirements and practice emergency procedures often
4. Complying with all safety requirements for equipment and buildings and maintain these regularly
5. Supervising children effectively both indoors and out
6. Our preschool program including many opportunities for both intentional teaching and spontaneous opportunities for helping children learn safety messages such as
· Road Safety  
· Healthy eating-Nutrition
· Sun Safety
· Physical Health
· Hygiene and Dental Care
· Safe play and Behaviours
· Stranger Danger
7. Educators being aware of, and identifying concerns with the safety of children through child protection training. This includes signs of neglect, physical, sexual and emotional abuse. Staff at the Preschool are mandatory reporters and, as such, are obliged, under the Children and Young Persons (Care and Protection) Act 1998 (NSW) to report any concerns they may have regarding any children in our care.

If you have any questions regarding our processes for keeping children safe, please see staff. XE "Child Safety" 
Voluntary Exit from The Preschool

Two weeks notice or two weeks fees in lieu of notice must be given should you wish to withdraw your child during any term.  A Notice of Voluntary Exit form, which can be obtained from the Administration Office, must be completed.  XE "Voluntary Exit From The Preschool" 
Confidentiality    

The Oaks Preschool recognises the importance of the right of each child, family; staff member and Board member to have other people respect all aspects of their personal life. We will collect, handle and store information according to the principles of the Privacy Amendment (Enhancing Privacy Protection) Act 2012.  
In practice, this means that services will be provided in a non-intrusive manner, and that staff and Board members will respect and preserve the privacy of all people associated with the Preschool.  All information held by the preschool about families/children is accessed only by necessary staff , not available to Board members, and is held in the strictest confidence, as per the Privacy Guidelines. XE "Confidentiality"   
The Responsibilities of the Board

The Board is responsible for the general management of the Preschool to a standard approved by the NSW Department of Education and Communities. 
The responsibilities of the Board include:

· Employment of adequate and qualified staff.

· Preparation and monitoring of the budget, monthly & annual reports

· Obtaining suitable insurance.

· Organising fundraising, working bees, maintenance of building and equipment and promotion Preschool. 

· Maintaining enrolment records.

· Ensuring that the Policies and OProcedures Manual is kept up-to-date and is put into practice.

· Ensuring that Occupational Health and Safety requirements are met. 
· Organisation of regular Board and General Meetings as required. 

· Fulfilling Licensee requirements.

The Board is accountable to the families who use the Preschool. The Board actively encourages and supports all parents to understand how the Preschool is managed, and why decisions are made. 

The Preschool encourages parent and community participation in its management. The Annual General Meeting is held in February each year. At this meeting the election of officers to the Board is conducted. Parents are urged to attend this and the general meetings/information evenings that are held later in the year. 

The Board consists of Chairperson, Deputy-Chairperson/Secretary, Treasurer, and four other Board positions. XE "The Responsibilities of the Board" 
The Responsibilities of Families

Families who use the Preschool are responsible for:

· Respecting the rights of staff and other families;

· Informing the Preschool of any change to their child’s enrolment details, including change of address;

· Informing the Preschool of any medical or other needs their child has;

· Paying fees promptly;

· Keeping the Preschool informed about their changing needs;

· Making the Authorised Supervisor or Chairperson  aware of any problems they are having with the services provided;

· Carrying out Parent Helper Day Requirements as set out in the Handbook; 

· Checking their Communication Pocket regularly;

· Giving two weeks notice or paying two weeks fees in lieu of notice and completing a Voluntary Exit Form if their child is going to be withdrawn from the Preschool;

· The decisions they make XE "The Responsibilities of Families" 
Family Input 
Parents are encouraged to have input into the running and programming of the Preschool, and comments are valued.  Methods of input can include:

· Discussions with Staff and Board Members

· Suggestion Box which is located near the Sign-In Desk

· Parent surveys

· Discussions during Parent Helper Days

· Completing parent feedback forms

· Writing comments on allocated spaces on our daily programs 

· Parents are also encouraged to join the Preschool Board and auxiliaries, at the Annual General Meeting in February each year.

Further input into the curriculum development is encouraged through portfolios, with a request for parent comment.  Time is set aside for information sharing with teachers, and invitations to share special skills/talents or time with children.

Parents and families take part in the preschool through

· Parent helper days

· Family days

· Visiting during concerts and the many organised special events

· Join us to share special items/skills with the children

· Working bees

· Fundraising events XE "Family Input" 
Parent Helper Days

To help keep fees to a minimum the Preschool asks that one parent comes each day to assist with tasks such as:

· Putting Lunch Boxes in the fridge.

· Hang washing on the line

· Wash up craft items and paints in the prep room sink

· Prepare tables for lunch

· Enjoy lunch with your child

· Tidy up tables and floors in eating area after lunch.
A roster is prepared at the beginning of the year on which parents are able to write their names beside a convenient date.  This is located under the Sign-In Desk. The more days your child attends during a week, the more times the family may take a turn, as suggested below. 

	Days Your Child Attends Per Week
	Number of Days Per Family Per Year

	One Day
	Two Days

	Two Days
	Three Days

	Three Days Or More
	Four Days


The Nominated Supervisor will answer any questions relating to the Roster.

Younger children may come with parents on their day, but parents are responsible for their safety.

If parents are unable to do their day at the Preschool because they or their child are unwell or an emergency arises, they are advised to contact the Preschool as soon as possible so the staff can attempt to make other arrangements.

Parent helper days provide parents with the opportunity to experience and observe a Preschool day with their children.  They can become familiar with the friends, activities and routines of Preschool XE "Parent Helper Days" .
Philosophy of The Oaks Preschool Kindergarten Co-Operative Ltd 
The Oaks Preschool Kindergarten Co Operative Ltd is a Community Based not for profit preschool educating and caring for children 3-5 years of age during school terms. The Preschool is licensed and funded by the Department of Education and Communities. The Preschool’s environment is inviting, spacious and inclusive, with a large, shady and challenging rural style outdoor play-space. The management and staff are approachable, caring and highly trained, with a strong focus on each child and their needs while providing an excellent preparation for school.

Children we believe:
· The child’s first six years is a time of rapid growth and development. This is a time when the child is continually exploring and experimenting with their environment.  

· That all children are unique individuals, developing at their own rate and having their own interests

· This uniqueness should be valued within the context of their family and their community

· Children are capable and active learners who are capable contributors to their own learning

· Children can develop confidence and positive self- esteem essential for a love of learning and development through a supportive and secure environment.

Therefore we:

· Implement a child-centred program based on the guiding principles of The National Early Years Learning Framework (EYLF)

· Empower children by using their input to develop the program of learning

· Build each child’s confidence and positive self- esteem through a range of provisions, experiences and opportunities that build on their unique skills, developmental level and understandings and promotes  success

· Provide a happy, safe, challenging and stimulating environment in which children can learn and develop at their own rate, using all their senses

· Provide a range of experiences that build upon and reflect the child’s cultural and family background by seeking continued family input

· Encourage each child to reach their full potential and provide positive role modelling and support.

Families we believe:
· Strong, trusting partnerships should exist between staff and families, based on collaboration and respect

· Partnerships between staff and families work best when families feel valued and supported

· Family input is essential to a high quality program

· Families  know their children best, their goals and opinions are vital 

· We recognise the family are the child’s first and most influential educators. All children are part of a family and that adults, siblings and others play a significant role in the child’s life.

· All families are different and we should celebrate differences in other people.

Therefore we:

· Are committed to open and meaningful communication with families and will engage in this through discussions, meetings, children’s journals, newsletters and noticeboards as well as individual support as needed

· Accept each child and family without bias and value the individuality of all families who use the Preschool.

· Vigorously seek family input to our program of activities (through feedback sheets, journal entries and informal discussions) and events through Board and Family suggestions

· Value each families parenting styles, opinions and suggestions regarding their child’s education and care by including these in our daily operations.

Staff we believe:
· Staff should be committed to the overall wellbeing of children and families

· Quality of our service is directly linked to the quality and training of staff

· Staff contribute individual skills and strengths and we believe this enhances the learning environment for children. 

· Should be current in early childhood practices, theories and developments for the benefit of The Preschool and children.
Therefore we will:
· Employ staff who are qualified and enthusiastically reflect and support the philosophy of the Preschool and enjoy the wonder of early childhood 

· Give priority to nurturing relationships and providing children and families with consistent emotional and physical support
· Be actively involved in each child’s learning, using a variety of teaching methods, skills and supporting learning through discovery and The Learning Framework outcomes.

· Ensure staff attend regular in-services, are supported in further study and provided with current journals and publications.

· Engage in reflective practice with peers, the community and education facilities.

Program we believe:

· The preschool program should reflect the principles and outcomes of the current Learning framework, that is; Being, belonging, Becoming and children should be seen as capable and confident learners able to have input into their own learning through collaboration with all stakeholders in the child’s life

· Children learn best through play and interacting with their environment to the level of their understanding and according to their interests. 

· Children learn best when interested and engaged

· Children learn differently

· Children should be supported in their learning by trained, sensitive and interested staff

· Practice and consolidate their skills in a nurturing and stimulating environment, particularly in regard to interacting with each other and showing empathy to others 

· The Preschool has a responsibility to meet family expectations of an effective school preparation program.

Therefore we will:

· Implement an interest based play program that includes input from families and children. The program will reflect the children’s current interests and be based on sound and careful observation and recording of children’s learning through journals and developmental records

· Reflect the five major outcomes of the Early Years Learning Framework (2009) of 1- Children have a strong sense of identity, 2- Children are connected with and contribute to their world, 3- Children have a strong sense of wellbeing, 4- Children are confident and involved learners, 5- Children are effective communicators, in guiding our programming decisions 

· Continuously and spontaneously throughout the day, include features and skills important for transition to school and life competence

· Celebrate the children’s play learning and journeys through meaningful documentation

· Routinely include areas that reflect diverse values of staff, families enrolled at the service and the wider community, and promote equality and social justice
· Ensure children learn by  doing , using all their senses, and account for different learning styles

· Provide opportunities to develop positive problem solving skills in a success oriented environment

· Promote a sense of wonder for nature and animals that is critical to lifelong respectful and proactive attitudes to the environment and a sustainable future.

The Community we recognise:

· The Preschool provides a valuable service to members of the community in caring for  and educating children to value and participate in the wider community

· The needs of our children, families, staff and the community are constantly changing and that ongoing evaluation and reflection is important to maintain a valued and responsive Preschool.

· The community surrounding a child are their most important influences. To care for and educate children, the Preschool needs to be connected with the community and maintain valuable and important links.

· We are an important link for families to support and parenting services in the Community

· We have a responsibility to operate within the guidelines set down for our facility.
Therefore we will:

· Strive to maintain excellence in the provision of education and care at The Oaks  Preschool Kindergarten

· Participate in regular assessments of our service to maintain relevance to the Community
· Create and maintain links to the wider community for the benefit of:  children’s learning such as police, ambulance, health services, visiting artists and creative arts and; families services such as support in parenting, finances, child development, behaviour management or family distress councillors

· Adhere to all mandated Laws, Acts, licensing requirements, regulations and Frameworks in regard to providing a facility for the education and care of children.

The National Quality Framework and the Early Years Learning Framework has informed the composition of this document. It will continue to be reviewed in relation to this framework and The Act annually. Policies and Procedures held at The Oaks Preschool Kindergarten Co Operative includes and supports this philosophy. Reviewed: 18 April 2012
�





�








PAGE  
21

