Parent Handbook

Note: This handbook is available in other languages please speak to the
Director.
Updated October 2021
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Contact Details
Telephone:

02 69462631

Email:

adelongpreschool@hotmail.com

Web:

www.adelongpreschool.com

Facebook:

www.facebook.com/adelongpreschool

Mail:

PO Box 32
Adelong NSW 2729

Location:

50 Lynch Street
Adelong NSW 2729

Opening Hours:

Monday, Wednesday, Thursday, Friday,
8.00am to 4.00pm (School Terms only)

Office Hours:

Monday 9am – 1pm
Tuesday 9am - 3pm
Wednesday 10am – 4pm
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Welcome
We extend to you a warm welcome to Adelong Preschool. Your child and you will
become valued members of our preschool. Parents and families are the first
educators of your child, so we hope you share all the knowledge you have about
your child with staff.
The early years in a child’s life are very important as the foundations are laid for
future learning and many skills are learnt. It is vital to provide the best possible
environment for preschool children to learn.
Adelong Preschool provides a learning environment which encourages the
maximum use of the senses to develop abilities, skills and attributes conducive to
further learning. Adelong Preschool also aims to provide an environment which
allows each child to develop and enhance self-expression and effective
communication as well as developing positive attitudes towards themselves and
others.
The children are treated as individuals and every effort is made to develop their full
potential in physical, social, emotional and cognitive areas.
Adelong Preschool is a partnership between staff, committee, families and the
broader community supporting each other in their important roles.
Adelong Preschool has an open relationship and communicates regularly with local
schools. Adelong Preschool strives to prepare your child for the transition to school.
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About Adelong Preschool
•

Adelong Preschool is licensed for 30 children per day.

•

Adelong Preschool has undergone the Department of Education Assessment
and Rating process in 2019 and have achieved a ‘’Meeting Rating”. More
information https://www.startingblocks.gov.au/at-child-care/child-care-ratings/

•

All Educators at Adelong Preschool are trained and qualified in Early
Childhood Education.
o They undergo regular training updates by attending at the least 2 inservices a year.
o All staff have current First Aid Certificates, this training is updated every
three years.
o All staff are trained in CPR, Asthma and Anaphylaxis Training and this is
updated every year.
o All staff are trained in Child Protection and are mandatory reporters.

•

All children who attend preschool must attend at least 15 hours per week or 2
days to be eligible for Start Strong funding. Any questions please speak to the
director.

•

Adelong Preschool operates from 8am – 4pm.
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Staff Information
AUTHORISED
SUPERVISOR/TEACHER:

Rachael Hassett
Diploma of Teaching (Early Childhood)

EDUCATOR:

Shannon Neill
Diploma of Children Services
Certificate III Children Services

EDUCATOR:

Vicki Allen
Certificate III Children Services

EDUCATOR:

Cheri Ryan
Diploma of Children Services
Certificate III
Elizabeth Walsh
Bachelor in Education (Birth to 5 Years)
Diploma of Children Services Early Education and Care
Certificate III Children Services Early Education and Care

CASUAL EDUCATOR:

Lyndal Hannan
Diploma of Children Services Early Education and Care
Madison Dowling
Diploma of Children Services Early Education and Care

SUPPORT WORKER:

Cheri Ryan

CASUAL SUPPORT
WORKER:

Amelia Hassett

ADMINISTRATION:

Lyndal Hannan
Certificate III in Office Administration
Diploma in Business Administration
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Philosophy
We acknowledge that all children have a strong sense of identity that they have
developed since birth. At Adelong Preschool we recognize that each child, family, and
educator is unique in their values, culture, and abilities. We value and accept this
diversity within our families through acknowledging, accepting, and celebrating these
differences in our preschool environment. We believe that by doing this all children will
continue to develop a strong sense of self and empowerment in their world.
Adelong Preschool acknowledge the original custodians of this land, the Wiradjuri and
Wolgalu people, languages, and cultures. We pay our respect to Elders, past, present,
and emerging and all Aboriginal and Torres Strait Islander people in our local community.
We believe it is important to respect and work closely with Aboriginal and Torres Strait
Islander people and their cultures as we embed and create meaningful connections,
practices and learning opportunities for our next generations at Adelong Preschool.
We believe trust, respect and open communication form the basis for strong partnerships
between families and preschool educators. We believe family involvement is integral to
a high-quality preschool and preschool program. Parents and families are the child’s first
educators and influence the child’s lifelong learning. We believe the Adelong Preschool is
part of the wider community, that children are an integral part of this community. We
aim to meet the needs of the community and its people through this mutual
understanding and collaboration. We encourage parents and families to play an active
role in preschool by being involved in the program, preschool operation, excursions, and
special days.
We believe all children are connected with and contribute to their world and learn
through play. We believe play is essential in the lives of young children as a learning tool.
The environment as the third teacher, stimulates the imagination, social interaction and
enhances the child’s development. We believe in celebrating children’s play, a
framework where they can openly experiment, achieve, and evaluate experiences,
discoveries and continued learning by providing a variety of learning experiences.
Educators document children’s learning through meaningful learning stories, child’s
voices, observations, and photos. These documentations, children’s ideas, parents’ input,
discussions with other professionals and children as well as intentional teaching moments
all help in the development of the program. The educators and children take
opportunities to reflect on the day, program, the children and how the learning
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environments are set up. This reflection also influences the program structure and the
delivering of the program.
All children are confident and involved learners in our preschool environment. We
believe that children are capable and resourceful learners who are active contributors to
their own learning. Children develop confidence and positive self-esteem through a
supportive, safe, engaging, caring and secure environment. All children have right to a
safe, secure environment that aims to nurture and further enhance development in all
aspects. We encourage and support children to interact and work collaboratively,
express empathy for other and actively challenge bias and social justice. This is achieved
by educators playing an active role in children’s play and learning experiences.
Educator’s role models these behaviours, encourage children to try all experiences,
participate in group experiences, support, and assist children in their learning.
We believe all children are effective communicators. This includes verbal and nonverbal
communication. We believe all children and their families have a voice that these should
be heard and their opinions, and ideas respected. Communication is vital in encouraging
children to accept and value themselves as well as other. Educators encourage and role
model empathy and social justice for the children to take responsibility for their actions
and to recognise how their actions affect others. We feel that working and sharing with
families is important in forming partnerships for supporting their child’s learning and
wellbeing.
We believe that preschool education is important and that all children in the community
should have equal opportunity to attend. We take opportunities to improve our
environments through community involvement, fundraising and applying for
philanthropy to assist with minimising costs for the families and staying financially
sustainable. We encourage family and community participation to become involved with
any preschool fundraisers.
We believe that the educators are essential to a preschool program and education. We
employ educators who are caring, nurturing, and educated or training in child
development. We believe in continuing to further develop and extend on our staff
knowledge base through professional development. By providing staff the opportunities
to complete further learning enhances the program and practices.
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We believe that each child, family, and educator is a unique and valued individual. We
hope to give your child and family a valuable early learning experience which will instil a
desire and love to learn for the rest of their life.

Reviewed March 2021.
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National Quality Framework
On 1 January 2012, the National Quality Framework was established and applies to
most long day care, family day care, preschool (or kindergarten) and outside
schools hours care services.
National Quality Framework
The National Quality Framework aims to raise quality and drive continuous
improvement and consistency in education and care services through:
•
•
•
•

a national legislative framework
a National Quality Standard
a national quality rating and assessment process
a new national body called the Australian Children’s Education and Care
Quality Authority - ACECQA

The National Quality Framework took effect on 1 January 2012 with key
requirements being phased in overtime. Requirements such as qualification,
educator-to-child ratios and other key staffing arrangements are to be phased in
between 2012 and 2020.
National Legislative Framework
The National Legislative Framework is established through an applied laws system
and consists of:
• the Education and Care Services National Law
• the Education and Care Services National Regulations.
It creates a jointly governed uniform national approach to the regulation and
quality assessment of education and care services and replaces existing separate
licensing and quality assurance processes. For many services this integrated
approach means less red tape.
A Regulatory Authority – NSW Department of Education is responsible for
administering the National Quality Framework, including approving, monitoring
and quality assessing services. It will be the first point of contact for services.
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A national body—the Australian Children’s Education and Care Quality Authority—
will oversee the National Quality Framework and ensure the consistent and
effective implementation of the new system.
In October 2017 changes that were made to the National Law and Regulations
were implemented and in Feb 2018 a revised NQS commenced.
National Quality Framework | ACECQA
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National Quality Standards
The National Quality Standard sets a new national benchmark for the quality of
education and care services.
The National Quality Standard is divided into seven Quality Areas. These areas
have been revised as of February 2018:
1. Educational program and practice
2. Children’s health and safety
3. Physical environment
4. Staffing arrangements
5. Relationships with children
6. Collaborative partnerships with families and communities
7. Governance and Leadership.
The National Quality Standard aims to promote:
• the safety, health and wellbeing of children
• a focus on achieving outcomes for children through high-quality
educational programs
• families’ understanding of what distinguishes a quality service.
National quality rating and assessment process
Approved Services will be assessed and rated against each of the seven Quality
Areas of the National Quality Standard and the National Regulations. They will also
be given an overall rating. The rating and assessment process aim to drive
continuous quality improvement at services and provide families with better
information for making choices about their children’s education and care.
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Early Years Learning Framework
Curriculum – Belonging, Being,
Becoming
We implement the Australian Early Years Learning Framework to extend and enrich
children’s learning through opportunities which maximise their potential and
develop the foundations for future success in learning.
We record and evaluate each child’s achievements, strengths and interests, then
plan to extend their interest and build upon their strengths.
We provide young children with ongoing opportunities for active learning through
play - to explore, to learn at their own pace, to experience success, and develop
initiative, curiosity, resourcefulness, and the self-confidence to foster qualities
which will serve them well throughout their lives.
“This is the stage of a child’s life when they learn to be confident and interested in
the world around them, to be smart and creative.” “At this age they need to be
encouraged to paint and poke and build and create and enjoy the world of things,
animals and people. If the people around them share some of these activities with
them, they will pick up on their enthusiasm and pleasure in making and doing.
Their brain will become permanently switched on to learning.”
Steve Biddulph- Family Psychologist for 25 years and author of “Raising Girls ”and
“Raising Boys”.
We aim to facilitate growth in the use of expressive language to empower the child
to make meaningful connections with his/her peers, and to facilitate social
competence to effectively function as a capable and contributing member of the
group.
Our goal is that every child becomes a successful learner, confident and creative
individual and an active and informed citizen.
Fundamental to the Framework is a view of children’s lives as characterised by
belonging, being and becoming.
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Experiencing belonging: knowing where and with whom you belong is integral to
human existence. Belonging acknowledges children’s interdependence with others
and the basis of relationships in defining identities. In early childhood, and
throughout life, relationships are crucial to a sense of belonging. Belonging is
central to being and becoming in that it shapes who children are and who they can
become.
Being recognises the significance of the here and now in children’s lives. It is about
the present and children knowing themselves, building and maintaining
relationships with others, engaging in life’s joys and complexities, and meeting the
challenges in everyday life.
Becoming reflects the progress of rapid change that occurs in the early childhood
years as young children learn and grow. It emphasises learning to participate
actively in society.
The Framework conveys the highest expectations for all children’s learning from
birth through to the transition to school.
It communicates these expectations through the following Learning Outcomes:
* Children have a strong sense of identity.
* Children are connected with and contribute to their world.
* Children have a strong sense of well-being.
* Children are confident and involved learners.
* Children are effective communicators.
Underpinning the Framework are 5 Principles:
1. Secure, respectful and reciprocal relationships.
Educators provide nurturing relationships with consistent emotional support
to assist children to develop the skills and understandings necessary to
interact positively with others. We help children to learn about their
responsibilities towards others, to appreciate their connectedness and
interdependence as learners, and to value collaboration and teamwork.
Through a widening network of secure relationships, children develop
confidence and feel respected and valued. They become increasingly able to
19

recognise and respect the feelings of others and interact positively with
them.
2. Partnerships
Learning outcomes are mostly achieved when early childhood educators
work in partnership with families and support professionals. This involves
valuing each other’s knowledge of the child, communicating freely and
respectfully with each other, sharing insights and perspectives and engaged
in shared decision-making.
3. High Expectations and Equity
Educator’s promote inclusion and participation of all children and believe in
every child’s capacity to succeed, regardless of diverse circumstances and
abilities.
4. Respect for Diversity
Educators who respect and honour the diversity of families and communities
and the aspirations they hold for children, are able to foster children’s
motivation to learn and reinforce the child’s sense of themselves as a
competent learner. The curriculum they provide upholds children’s rights to
have their cultures, identities, and abilities and strengths acknowledged and
valued.
5. Ongoing Learning and Reflective Practice
Early Childhood educators are involved in an ongoing cycle of review through
which current practices are examined, outcomes evaluated, and new ideas
are generated which support, inform and enrich decision making about
children’s learning.
The principles of early childhood pedagogy underpin practice. Educators draw on a
rich repertoire of pedagogical practices to promote children’s learning by:
-

Adopting holistic approaches recognising the connectedness of mind,
body and spirit.

-

Being responsive to children, educators are able to value and build upon
children’s strengths, skills and knowledge to ensure their motivation and
engagement in learning.
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-

Planning and implementing learning through play provides opportunities
to discover, create, improvise and imagine. While playing with other
children they create social groups, test ideas, challenge each other’s
thinking and build new understandings.

-

Intentional teaching is deliberate, purposeful and thoughtful. Promote
learning through worthwhile challenging experiences that foster highlevel thinking. Utilising strategies such as modelling, open questioning,
speculation, explanation, and shared problem solving to extend
children’s learning.

-

Creating vibrant and flexible physical and social learning environments
that are responsive to the interests and abilities of each child and
promote sustained shared thinking and collaborative learning, have a
positive impact on children’s learning.

-

Promoting children’s cultural competence by valuing the cultural and
social contexts of all children and their families, celebrating diversity and
honouring differences is central to successful lifelong learning.

-

Providing for continuity in experiences and enabling children to have
successful transitions by assisting children to understand the traditions,
routines and practices of the settings to which they are moving to and to
feel comfortable with the process of change.

-

Assessing and monitoring children’s learning to inform curriculum
provision and to support children in achieving learning outcomes.
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Preschool Routine
Arrival
On arrival at Adelong Preschool parents are:
• Required to download the Xplor app and either sign in using the QR code
with their mobile device or directly with their mobile number on the
tablet on the bench above the lockers near the entrance as they enter.
(Please ensure of the correct time as this is a legal document.)
• Accompany their child or children into the room and ensure that an
educator is greeted and made aware of their arrival.
• Please encourage your child to;
o Place their bag into the designated locker.- Leave their hat, drink
bottle and lunch box.
o Bring inside the cold items from their Lunch box and place them in
the “Refrigerated Items” tub on the kitchen bench. Make sure they
are labelled with your child’s name.
•

If children are outside, we ask parents to sunscreen their child before
bringing them outside to play. (This can be found at the sunscreen
station located near the back door.) and ensure that they have their hat
on.

•

All parent/carer correspondence will be via the Xplor app or speak to
Educators before leaving.

At Adelong Preschool we encourage independence so remember to get your child
to do this.

Before leaving always settle your child at an activity and say goodbye.
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As the preschool operating hours are 8am – 4pm, Educators arrive at preschool at
8.00am. There needs to be two educators on the premises before you can leave
your child.
The time between 8am -9am and 3pm – 4pm the children are involved in setting
up, packing up and quiet activities with the educators. Please notify staff if your
child is attending in these hours so that ratios can be correct for the group.

Leaving your Child
Some children become distressed when their parents/carers leave. This is quite
normal and more often than not the tears will stop as soon as the parent leaves.
The children are usually happy to stay the first time but the second time they know
what is happening and may be more clingy and upset.

If your child becomes distressed, we suggest that you:
• Do not prolong the goodbye.
• Settle your child at an activity with an educator.
• Then say goodbye to your child and reassure them you will be back after
lunch to collect them.
• Never leave your child without saying goodbye.

If your child is distressed when you leave, please don’t hesitate to ring during the
day to make sure they are alright. Sometimes leaving can be harder on the parent/
carer than the child.
We ask that car engines be turned off on arrival at the preschool and that all
children are not left unattended in cars. If you are unwell or have other children in
the car who cannot be removed, please call and an Educator will come out to meet
you and your child.
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Preschool Program and Xplor.
Our preschool program is based around your child’s observations, emerging skills,
needs and interests. It is always evolving.
The current program is available to view and can be accessed on the Xplor
platform.
Our program relates to the following areas:
•
•
•
•

Indoor Environment
Outdoor Environment
Group time/Transitions/Routines
Parent Suggestions

The Xplor is a platform allows parents to see what is happening at the preschool on
your own device. Parents need to sign up after being invited by the service via
email once your child is enrolled.
Xplor consists of a Home App which allows parents to sign in/out, inform if absent,
view your child’s observations from the day in real time and informs parents of the
day to day items and information about the preschool. The MyXplor web allow
parents to view the program and your individual child’s program and goals.
We ask for parents input to our program. Parents are welcomed to give feedback
to the educators as well as communicate with them of an experience, topic of
interest or a developmental need that they would like to be included in the
preschool program.
We provide experiences that foster these emerging skills, interests and needs. It is
the outcomes that have been created by the child which leads the learning
journey.
If you have any queries in regard to the program and your child’s development,
please speak to an Educator.

“Play is the Work of Childhood” Jean Piaget
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Accessing Programming and
Observations on XPLOR-Home

There is two ways to access observations on Xplor you can use either the Home app or the web but
there is only one way to view programming and other documentation and that is on the Home web*.
*using your web browser access on a computer or mobile device e.g. Safari (apple devices), Google
(android/computer), Microsoft edge (computer).
The Home app.
This is also used to sign your children in and out
of the service can be used to do the following:
-

View observations
Health events – incident, toileting etc.
Bookings
Notify of absences
View finances
Notifications that you wish to see can be changed in the settings menu and
toggling the ones you wish to receive in the App.

The Home Web.
home.myxplor.com
(accessed by web browser on
a computer or mobile device*)
has more information
available such as the program
and observations, plans,
finances and payment
information.
This is where you can see
more of your child’s
individual programming, plans and
observations linked to them.

More information can be found at
https://support.ourxplor.com/ in how to use the
features of the platforms or let us know if you need
help in navigating either platforms and we can give
some assistance.
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A Day at Preschool
A day at preschool is influenced by the children’s interests and their desire to learn
about something. The indoor/outdoor activity times are often weather based.
During Term 1 & 4 we start outside before it gets to warm.
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Departure
Preschool’s licenced opening hours are 8am – 4pm, with some children attending
school hours 9am – 3pm. Please be sure to give yourself enough time to collect
your child no later than 4pm. Our licenced hours for children are only until 4pm.
If you are going to be delayed in collecting your child, please call and notify the
Educators as this can be distressing for young children.
Each child will be individually dismissed from the last group time of the day once
an Educator is able to ensure that a parent/carer is there to collect the child.
When collecting your child please make sure:
• That your child has all their belongings from their locker including any
artwork they have created that day. (Artwork will be in their lockers or given
to them at last group time).
• That you sign your child out on the hub using your Xplor App as you leave
the premises – this is a legal obligation.
• If you intend to collect your child earlier, please inform the Educators of
your intention to do so.
• Collect correspondence - newsletters, notes and preschool accounts from
Educators.
All people collecting children must be over 18 years of age and not be affected by
any substance.
If you have someone collecting your child, they need to be authorised on your
child’s Enrolment form or have filled out a Collection of Child Authorisation form
for them to do so.
NB: No child will be allowed to leave the Preschool without the permission of a
parent or guardian. Please notify the educators if someone else is collecting your
child and ask them to bring identification.
We ask that car engines be turned off on arrival at the preschool and that all
children are not left unattended in cars. If you are unwell or have other children in
the car who cannot be removed, please call and an Educator will bring your child
out to meet you.
28
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Management Committee
Adelong Preschool is a community-based preschool. This means that the parents,
carers and the community are involved in the decision-making process of our
preschool and are invited to be a part of the management committee. The
management committee has a President, Vice President, Secretary, Treasurer,
Public Officer and a Fundraising Coordinator. Involvement in the committee is a
very rewarding, challenging and social experience.
Committee meetings are held in the second week of each month at the preschool.
All parents are invited to attend. The agenda for each meeting is displayed on the
entrance door before the meeting and all parents are invited to add any ideas or
suggestions to be discussed at these meetings to this agenda.
Meetings give you an opportunity to have vital input into the introduction of your
child’s formal education. If you don’t attend meetings you deny yourself the right
and unique opportunity of participating in the progress of your preschool.
Minutes of the meeting can be emailed by nominating on your enrolment form
that you wish to receive correspondence from the committee.
If you have any questions or would like to contact the preschool management
committee speak to the staff for details or email them on
commadelongpreschool@hotmail.com .
Try and get involved anyway you can, it’s worth it.
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Parent Participation
Parent participation has long been a feature of our preschool. Parents are
encouraged to become involved in the program to the level at which they feel
comfortable, working in partnership with the educators and children to enhance
our daily program.
We encourage parents to share their interests and abilities with the children. New
experiences can excite and interest a child and they can find a new interest and
strength. Do you enjoy hobbies like model making, painting pictures, carpentry,
fishing, sailing, soccer, play an instrument, cooking or football etc.? Perhaps you
could share your knowledge with the children. Talk to your child’s educator to
arrange a suitable time.
We recommend parents spend time with the children by playing games, reading
books and participating in discussions about the children's interests.
Parent/ Educator discussions about the child’s developmental progress are vital in
providing an individualised and relevant program for the child. We encourage
parents to talk about their child's development with their educator informally each
day. Formal discussions occur twice a year for those children transitioning to
school in the middle and the end of the year and once a year for all other children.
Please see your child's educator to arrange a time to meet.
Parent feedback about the service we deliver is encouraged. We believe everyone
should have the opportunity to contribute their views, opinions and suggestions.
Please feel welcome to talk with staff about any aspect of our service.
Make an appointment with the Director for an in-depth discussion or write a note.
We encourage parents to fill out and return the questionnaires we distribute
regarding the quality of care, the educational program and the environment.
Parent responses to these questionnaires play a vital role in the decisions that are
made about the direction of the Preschool program, policy development,
budgeting and planning for the future of the service.
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Policies
All Adelong Preschool policies have been written and ratified in accordance with the
Education and Care Services National Regulations and National Law 2010.
They allow for the smooth running of preschool for parents, staff and children in
accordance with consistent guidelines and procedures.
These policies are held at the Preschool and are available for all members of the
Preschool to read on request. Polices are available on our website, you will need to log
in to access these.
Policies are constantly reviewed either by our review timetable or as circumstances
relating to that policy change. We ask that all families have an input into policies and
are requested from time to time to give feedback on these policies.
Policies which are under review are placed in the room or emailed to parents to read
and give feedback, suggestions etc.
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School Calendar
Terms

Term 1

Wednesday 2 February to Friday 8 April 2022

Term 2

Wednesday 27 April to Friday 1 July 2022

Term 3

Wednesday 20 July to Friday 23 September 2022

Term 4

Monday 10 October to Friday 16 December 2022

Holidays

Autumn Holidays

Monday 11 April to Tuesday 26 April 2022

Winter Holidays

Monday 4 July to Tuesday 19 July 2022

Spring Holidays

Monday 26 September to Friday 7 October 2022

Summer Holidays

Monday 19 December 2022 to Wednesday 1 February 2023

• The Adelong Preschool closes for all Public Holidays and NSW Public
School holidays.
• The Adelong Preschool in term 3, staff have a development day to keep
our first aid up to date.
• Adelong Preschool has two a set up days in Term 1 prior to starting the
year and closes two days prior to the Christmas holiday break to conduct
cleaning.
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Enrolment
Enrolment at Adelong Preschool is for the full school year (41 Weeks). You need to
complete an initial enrolment form and an update of your enrolment details each
year your child attends.
For enrolment at Adelong Preschool we require:
•
•
•
•

Expression of Interest for Enrolment form – completed.
Enrolment Form - fully completed and all signed.
Enrolment Fee
Copies of your child’s;
o Birth Certificate.
o Custody Orders (if applicable).
o Immunisation Records.
o Medical Condition Management Plans (if applicable).
o Parent identification.

If any of these are not fully completed or copies received, we are not able to
accept your child’s enrolment.
The enrolment fee is $60 goes towards:
o Membership of Adelong Preschool Incorporated which requires you to
pay a membership fee to join of $2 and an annual fee of $1 as per our
constitution.
o Administration fees
o Printing and consumables
o Preschool App Access
All new enrolments will receive a notification letter of their child’s days, and then
guardians will have a face to face interview with the director prior to starting.
All new enrolments are at the Director’s discretion.
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Priority of Access
Adelong Preschool has a priority of access for all new enrolments.
Enrolments for the following year will be open in August and days will be allocated
using the priority of access guidelines.
The Priority of Access Guidelines are defined by NSW Education and Care Start
Strong Guidelines. These are:
Services are required to give equal priority of access to:
•
•
•
•
•

children who are at least 4 years old on or before the 31 July in that preschool
year and not enrolled or registered at a school
children who are at least 3 years old on or before 31 July in that preschool year
and from low income and Aboriginal families
children with English Language needs
children with disability and additional needs
children who are at risk of significant harm (from a child protection perspective).

There is no order of priority assigned to the list of points above. Priority must be given
to the groups outlined above before any other groups, including non-equity three year
olds.

All eligible funded children will be allocated 2 days, as per the “Start Strong” NSW
Government, Early Education and Care Funding Guidelines. This aims for all
children to be enrolled in 600 hours of Preschool in the year before they are
eligible to start school.
If there are still vacancies, they may be allocated extra days if required.
No new enrolments in Term 4 – Refer to Enrolment Policy.
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Immunisation and Exclusion
Adelong Preschool is unable to accept an enrolment of a child unless the
parent/Guardian has provided documentation from the Australian Immunisation
Register (AIR) that shows the child:
• Is fully vaccinated for their age, (a current Medicare Immunisation History
Statement), or;
• has a medical reason not to be vaccinated, (Medicare Immunisation Medical
Exemption Form), or;
• Is on a recognised catch-up schedule if their child has fallen behind with their
vaccinations (a current Medicare Immunisation History Form).
Children who are unvaccinated due to their parent’s contentious objection will no
longer be able to enroll. Public Health Amendment (Vaccination of Children Attending Child Care Facilities) Bill 2013;
Public Health regulation 2012; Public Health Act 2010 - Parliament of NSW - www.parliament.nsw.gov.au/bills/Pages/bill-details.
aspx?pk=737

All Educators and Staff have received their COVID-19 Vaccinations.
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What to bring to preschool?
Children need to bring the following:
• a school bag big enough for their belongings (that your child can open and
close by themselves)
• a change of clothing (shirt, pants, underwear, socks, jumper)
• a sun hat (all year round) – which could be a bucket, wide brim and
legionnaire hat. No caps or cowboy style hats
• morning tea and lunch (in a labelled lunch box with child’s name). Any cold
food will be stored in the fridge.
• at least one piece of fruit for morning tea (Children are encouraged to eat
this first).
• If you are sending apple please send it in whole – we have a slinky machine
which allows us to slice and peel the apple.
• refillable water bottle (labelled with child’s name).
• a warm jacket and beanie during winter.

Please ensure that all belongings have your child’s name clearly labelled

What to Wear
Clothing- should be suitable for play – We do get rather dirty at preschool; mud,
water, sand, paint, goop, clay, playdough, sitting on the floor and grass, are all part
of everyday play and exploration.
Shoes – sandals, joggers, short boots (NO THONGS, CROCS, and GUMBOOTS OR
LONG BOOTS) – it is important for your child to wear appropriate shoes for safety
implications. We do have our own set of gumboots for the children to use.
Hats- a wide brim, legionnaire or a bucket hat (no strings on hats or cowboy style
hats, these hats will be sent home) which adequately protects your child from the
sun.
Sunscreen will be provided all year round. You can apply sunscreen before arriving
if you wish – so children are ready for immediate action! But rest assured it will be
reapplied at required intervals throughout the day. All sunscreen applications will
be recorded on the Xplor App.
Please let staff know if your child is allergic to any types of sunscreens – if they
require a specific sunscreen, we ask that you supply a tube of the preferred
sunscreen with their name clearly located on it so that they are able to reapply.
Please make sure your child wears something that is comfortable, washable, easy
to undo when going to the toilet and something that does not restrict movement.
We all know that even the most minor discomforts can cause unnecessary stress.

Please make sure all clothing and belongings are labelled.
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What not to Wear
At preschool safety is very important so we encourage your child to wear clothing
and shoes that makes your child’s time at preschool safe. Children cannot wear
the following to preschool:
•
•
•
•
•

crocs, thongs, gumboots or long boots
singlet tops or any top that doesn’t cover the shoulders
singlet dresses or long dresses
caps
hats with string or cowboy style hats
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Food and Nutrition
It is the policy of Adelong Preschool to promote healthy eating habits while at
preschool and to encourage the same habits at home.
Balanced and nutritional lunch boxes are encouraged.
We suggest the children to have:
o An item of fruit or a vegetable. (They are encouraged to eat this first when
having morning tea. We are able to slinky apples if your child would like
them).
o A serve of grains which provides fibre such as a sandwich or a muffin.
o A serve of dairy such as cheese, yogurt or custard. (These will be stored in
the fridge.)
o Water only in a refillable water bottle that your child is able to manage and
drink effortlessly out of. 500ml is ideal.
More Suggested Foods:
sandwiches – cheese – crackers – fruit – yoghurt – vegetable sticks savoury biscuits – home cooking – fruit sticks – dried fruit – custard –
muesli bars – salad – pasta - rice
Foods not acceptable:
Fruit juice - cordial – soft drinks – chocolate snacks – roll-ups –
chocolate coated muesli bars – sweet biscuits – chocolate biscuits –
chips – lollies- corn chips
Please take note of the salt and sugar content of packaged foods.
Birthday cakes are welcome, but we must have a list of ingredients with it and no
nuts or traces of nuts. Please check with staff if unsure. Cupcakes are great and
we need at least 30 cupcakes to share.
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If your child has an allergy/intolerance which is food related and are unable to eat
the birthday cakes, we ask if you could please bring in a treat that we are able to
leave at preschool to give them when there is a birthday cake.
All preschool cooking experiences will be tailored to meet the dietary needs of the
children who attend on that day.
Adelong Preschool encourages water only in drink bottles. Water is also available
during the day from our water fountains.
Items in lunchboxes that need to be refrigerated are to be labelled with the child’s
name (there is a texta available) and placed into the “Refrigerated Items” tub on
the kitchen bench. These are placed into the fridge at 9:30am.
We do not heat or reheat children’s food. Please do not provide this type of food
for your child.
Occasionally preschool children may be offered special treats keeping in mind the
Healthy Eating Guidelines. There are some times during the year we have special
food days. Parents are notified of these days with a note of what is occurring.
If there are any foods or drinks that you are not comfortable with your child
consuming, please let staff know at
any time.
In our newsletter we put nutrition
and health snippets from Munch and
Move, cancer council and our Local
Area Health Service to inform and
help families with healthy choices.
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NUT MINIMILSATION POLICY
Adelong Preschool request any nuts, peanut butter or nutella not to be brought
to our centre. When packing your child’s lunch please remember no nuts or nut
products. This is due to the rising incidence of children with life threatening nut
allergies.

EGG MINIMILSATION POLICY
There is a rising incidence of egg allergies and we would like to keep this risk to a
minimum. We ask if you can refrain from sending egg sandwiches, quiche and
boiled eggs in your children’s lunch. Muffin and cakes are fine. We also refrain
from using egg cartons for craft.
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Communication
Communication between staff and parents is extremely important. Newsletters, notes
and information are frequently sent home with your child or emailed so please check
after each session if there is any communication on the kitchen bench.
Having a conversation with the educators is a great way of communicating how your
child is going at Adelong Preschool. It enables the educator to ask if you have any
concerns and how they can be addressed collaboratively.
Parents will be contacted if there are any concerns regarding their child’s development.
Preschool encourages parents to make an appointment with the director to discuss
your child’s development.
Remember that Preschool meetings are also an excellent way of finding out about what
is going on at your Preschool.

Facebook Page /Webpage /Instagram
Please like our Facebook page. It will have all the up and coming events on it to remind
about the events on at the preschool.
Our webpage has our newsletters and other forms required in enrolling as well as links
to our policies and other sites. The webpage is another source of information.
Instagram has information about our learning environments, upcoming events and
resources and information for parents and the community.
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Xplor Platform – Home App and myxplor
Web
Communication with our families is extremely important. In 2020 we moved to an
online platform to communicate with our families and allow for families to use
technology when signing their children in and out, looking at the program and just
generally viewing their child’s day at preschool.
The Xplor platform allows for families and Educators to communicate with each other
for each individual child. Information about the preschool such as Newsletters, notes
and information are frequently uploaded to the app and individual children’s programs
and the services program can be viewed by the parents by logging on to Xplor on the
web.
Families are also able to enrol their child, sign in and out of the service, view their
financial status, bookings and communicate with the Educators by sending in pictures
and moments of what your child is doing at home as well as communicating any
concerns/ issues that have arisen.
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Uniforms
Preschool polo shirts, jumpers and bucket hats may be ordered directly through Swan’s
in Tumut.
The children’s shirts and hats are available in a wide range of bright colours with
contrasting embroidered logo. They have the logo on file, and you may even choose
to take in other items to be embroidered such as winter jumpers and long sleeve polo
shirts.

Preschool ‘uniform’ is not compulsory. It is simply bright, fun, high quality, washable
items which are comfortable, enable play and look great!
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Fees
A copy of our Fee Policy can be found in the Policy book in the foyer of the preschool or
online on our website.
All parent accounts will be calculated at the beginning of each term and adjusted as
required. The amounts will be available on Xplor – for you to check as required and will
also be emailed.
You have the option to pay the terms fees in full and if you have chosen to pay this way,
we request that this is completed by week 4 otherwise they can be paid by instalments.
Instalments can be made weekly, fortnightly, or monthly as long as they are regular, the
first payment is completed by week 4 of the term and are paid in full by the end of the
Term.
Preschool asks fees to be paid by direct deposit. Please use your child’s name as the
reference. Adelong Preschool’s direct deposit details are:
Account Name:
BSB:
Account No:

Adelong Preschool
633-000
123 688 814

Receipts for accounts will be issued through Xplor. Statements will be available to view
on Xplor.
More information relating to fees can be found in our Fees Policy.

Fees are subject to review based on numbers and funding.

Fees
Please see Fee Schedule in Enrolment Package

Please refer to fee schedule.

Fundraising
Fundraising is the responsibility of all parents as government funding and fees do not
cover all expenses. Monies raised will directly benefit your child, purchasing and
maintaining equipment and resources, employment of support staff, refurbishment
and building maintenance.
It is expected that all families will contribute in some way to the fundraising efforts.
This avoids the inequitable situation of just a few doing the work which benefits all.
If you have any fundraising ideas, please let us know.
commadelongpreschool@outlook.com .

Fundraising is fun!
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Gardening Roster/
Maintenance Fee
Each family is asked to help with the gardening and working bees that are needed to be
completed at the preschool. By asking families to donate their time reduces the cost to
the preschool of garden maintenance. We need to maintain the yard we ensure that it
safe for the children.
A gardening roster will be put out in the foyer at the start of the year for families to
specify a week during the school year for them to complete gardening. Each family is
expected to do one gardening week and one working bee.
If you choose not to or fail to complete your gardening weekend you will charged
$50.00. If you do not attend the Working Bee or help with maintenance throughout the
year, you will be charged a maintenance levy of $100. These charges will be added to
your account at the end of the year.
Families may swap gardening weeks with another family if you can’t attend but this is
up to you to arrange.
The gardening needing to be done
differs during the seasons. When it
is your turn to garden you will
need to collect the garden shed
key. Everything that is needed to
maintain the yard is available at
the preschool. In the shed is a
register and a list of jobs to be
completed. It does not require a
full day’s work.
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Absences from Preschool
When your child is absent from preschool due to sickness or holidays, fees are still
charged. During school holidays and public holidays NO fees are charged. Preschool is
closed during all school holidays.
If your child is unable to attend, please notify the Educators by phone or on the Xplor
app that they will be absent as soon as possible. There is no swapping of days or make
up days if your child misses a day of preschool.
Please speak to Educators to enrol for casual days. If you wish your child to attend on a
casual day you will be charged at your normal rate.
If your child cannot attend preschool for a long duration of time due to sickness or
injury a certificate is required to maintain their placement.

Ceasing to attend Preschool
Your child’s enrolment is for the full school year. Each year your child attends they will
need to update their enrolment details. If you decide to remove your child from
attending Adelong Preschool you will be required to give two weeks’ notice.
If your child ceases to attend immediately you will be charged two weeks of fees.
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Behaviour Management
For our children to feel safe and secure and to know the limits of their behaviour, the
Educators use a positive approach in guidance and discipline.
This is implemented by recognising that each child is an individual and encouraging
them to develop an awareness of what is good and safe to do whilst developing
empathy toward others.
It is important that this is achieved within an environment that enhances a child’s
feelings about themselves, their self-esteem, confidence and self-worth.

Excursions
The Preschool conducts excursions throughout the year. Information and consent forms
will be given to the parents or carers of the child at least a week prior to the excursion.
Excursions to the park opposite the preschool will take place on regular occasions when
the Educators to child ratios are correct for excursions.
All parents will have signed a general excursion consent which includes the park on
their enrolment form.
Preschool has no excursions during Term one as this is a settling in period for all
children.
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Medical Conditions
Any medical conditions which your child does have when enrolling or obtains whilst
enrolled at Adelong Preschool will need to have a Medical Conditions Management
Plan form completed (see enrolment form). We also require a Medical Management
Plan completed by a registered medical practitioner.
This plan covers any pre-existing medical conditions which your child is receiving
treatment for. If conditions change the preschool will need to be provided with
updated plans.
If anytime during your child’s enrolment a medical condition occurs, it is up to the
parent to notify the preschool, complete the forms and provide the plan required.
Medical Conditions range from Allergies, Intolerances, Body organ issues, Limb
functionality to dermatological problems.
Asthma and Anaphylaxis Action Plans will need to be completed and signed by a
registered medical practitioner.
On enrolment families with a child who has a medical condition will receive a copy of
the Medical Conditions Policy. They will also need to complete a risk minimisation plan
with the Nominated Supervisor and an ongoing communication register will be kept
regarding the medical condition. This will also be the case for those families whose
child is diagnosed with a medical condition during their enrolment.
A child will require a clearance after having treatment for a medical condition to return
to preschool.
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Anaphylaxis Management
In our enrolment form we ask for permission for “Epi Pen Administration”. The
preschool has an “Epi Pen Jr” on the premises for emergency use. This is replaced each
year according to the expiry date.
In an emergency situation where your child is showing signs of a severe allergic reaction
the preschool staff will contact an Ambulance. As we are remote from health services,
the time for gaining medical help can be critical. Staff will follow the Ambulance or
medical professionals guidance in administering the “Epi Pen Jr” if required.
Parents/Emergency Contact will be contacted as soon as possible notifying them of the
emergency situation.

Child Protection
All Staff at Adelong Preschool promote children’s Health and Safety. All are
mandatory reporters and have a legal obligation in regard to child protection and
report children at ‘’Risk of Significant Harm”.
The staff and committee have all completed working with children check and
police checks.
Any child protection concerns, please speak to the director or see the preschool’s
Child Protection Policy.
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Covid-19 Information
Adelong Preschool has a policy and procedures/practices regarding the COVID -19
epidemic and these documents are constantly reviewed and evolving. The families are
notified by any changes through the Xplor app and newsletter.
We pass any information that changes the way we conduct our routine and our
everyday practices in keeping with the NSW Health (including MLHD), Australian
Government Department of Health and the NSW Department of Education guidelines
and directives.
We have infrastructure in place and have completed training to be able to provide our
program remotely if required.

Smoking, Drugs and Alcohol
It is the policy of Adelong Preschool that no drugs, alcohol, or smoking are permitted on
the premises or in the car park area at any time.
Any person under the influence of drugs or alcohol is not permitted on the premises or
in the car park area at any time.
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Administration of Medication
Over the counter medications such as cough medicine and paracetamol will not be
administered by educators. If your child requires medication for fever, a bad cough or
any form of infection, it is considered that he/she is not well enough to attend
Preschool that day and you will be contacted to come and collect your sick child.
If your child regularly takes a prescription medication – e.g. for asthma – this needs to
be discussed at the time of enrolment and supervision will be provided whenever
necessary.
All children with asthma medication will be required to get an Asthma Action Plan. This
can be obtained from their own registered medical practitioner or have the one which
is included in your enrolment form signed by a registered medical practitioner.
Anaphylaxis Medication also requires an Action Plan signed by a registered medical
practitioner.
Allergic Rhinitis (Hayfever) and Allergic Reactions which require prescribed medications
also require medical treatment plans.

Do not leave medication in your child’s bag. Medication must be given to a staff
member who will lock it in the childproof medicine box and enter all details in the
Medication Register.

No Dogs Policy
When walking to the Preschool, please leave your pet at home.
Unfortunately, we cannot allow any dogs on the preschool premises because some
children are fearful of “man’s best friend”, and it can be very distressing for them.
Dogs carry a risk of an avoidable injury, which is not covered by our insurance policy.
Thank you for your cooperation to ensure our Preschool remains a safe place for
children.
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Resources and Programmes for
Families
Adelong Preschool has resources that are able to be given to families on a variety
of topics.
We are also able to help with referring families to other services for example;
speech therapy, occupational therapy and the Brighter Futures Programme.
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Concerns and Complaints
Please direct any concerns or complaints to the Director or Educators. We are always
willing to listen and act to solve problems. If you feel that your concern or complaint
is not addressed then contact Information and Inquiries Line on 1800 619 113 and by
email to ececd@det.nsw.edu.au.
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Privacy Statement
Adelong Preschool has an obligation to comply with the National Privacy Principles as
set out in the Commonwealth Privacy Act 1988.
Adelong Preschool assures parents that all reasonable steps are taken to comply with
the Act and protect the privacy of all personal information held at the Preschool.

Privacy Collection Statement
Quality Area: 2
Children’s Health and Safety

Aim / Policy Statement
This service is committed to maintaining all personal information provided by its children, families, staff,
management, volunteers, students and community in accordance with our Privacy Policy and the Australian
Privacy Principles.
Each family, staff, volunteers and student and committee members are provided with a privacy collection
statement upon enrolment or commencement of employment.
This statement outlines the type of personal information collected by this service and how information is
acquired, used and shared. We will not sell personal information to any third parties. See our full Privacy and
Confidentiality policy for detailed information.

What is personal information? How is it collected and why?
What information is
collected?
Medical information,
health and immunisation

How we collect information?

•
•
•
•
•

Enrolment form
Employment record
Immunisation history statement
Health care cards – Medicare
and health fund information
Accident, Illness and Injury forms
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Why we collect this?

To ensure the health and safety of
every child and as a requirement
under Family Assistance Law and the
NSW Public Health Act 2010.

Income and financial
details, includes banking
information

Contact details of family
and emergency contact
information

Children’s
developmental records

•
•
•
•

•
•
•

•
•
•
•

Family Assistance
information

•
•

Enrolment form
Employment record
Fee payment and purchases
Tax File Number

Required under the Education and
Care Services Regulation.
Enrolment form
Employment record
Updated details form

Observations
Assessment of children’s
learning
Programming documents
Communications with families

Enrolment form
Employment record

Legal information
•
•
•

Employment, marital
status and nationality

•
•

Required under the Education and
Care Services Regulation and to
provide a high quality education and
care service.

Required under the Family Assistance
legislation and under employment
legislation under Income Tax
legislation.

Required under the Education and
Care Services Regulation.
Enrolment form
Employment record
Court orders or AVOs

Enrolment form
Employment record

Qualifications
•
•

For the provision of the education
and care service and as required
under Family Assistance legislation
and as per Funding Agreements with
the Department of Education and
Communities.

Required under employment
legislation and to provide priority of
access under commonwealth and
state legislation.

Required under the Education and
Care Services Regulation.
Employment record
Certified copies of documents
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WWCC, criminal history
checks

•
•

Required under the Education and
Care Services Regulation.
Employment record
Originals of documents

Staff entitlements

Provision of entitlements.
•
•

Any information required
to be recorded under the
National Law and
Regulations, the Family
Assistance Law other
relevant information
collected to support the
enrolment of a child

•
•
•

Payroll records
Tax File Number

Enrolment form
Employment record
Complaints records

Required under appropriate
legislation.

What happens with personal information?
This service will strive to let individuals know how any personal information will be used at the time of
collection. Individuals will be asked if personal information can be used to establish contact with them
regarding other aspects of organisational business. This service will not sell or trade individuals’ personal
information to other third parties.
This service collects and uses personal information generally to provide individuals with the information and
the services they request, to provide appropriate and relevant information pertaining to the education and
care of a child/ren, and to continue to improve service quality.

Where is personal information stored?
Personal information is stored in a safe and secure manner, using locked filing cabinets or a password
protected database and computer. Information is backed up electronically and securely stored. Data will not
be altered or destroyed except in extraordinary circumstances.
Hard copy information is stored at the service, which is secured to prevent entry by unauthorised people. Any
personal information not actively being used may be archived, in accordance with regulatory requirements.
Personal information will remain on the service database indefinitely until personally advised by a customer
that information is to be removed, unless information has been archived or destroyed at an earlier date in
accordance with privacy law and regulatory requirements.

Access and updating personal information
Individuals may ask to access, update or delete personal information held about them at any time. Reasonable
steps will be taken to verify an individual’s identity before granting access, making any corrections to, or deleting
information.
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Appendix
-

Stopping the spread of Childhood Infections – Communicable Diseases Factsheet NSW Health -2019
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Just Playing
When I'm building in the block area,
Please don't say I'm "just playing."
For you see, I'm learning as I play,
About balances and shapes.
Who knows, I may be an architect someday.
When I'm getting all dressed up,
Setting the table, caring for the babies,
Don't get the idea I'm "just playing."
For you see, I'm learning as I play;
I may be a mother or father someday.
When you see me up to my elbows in paint
Or standing at an easel,
Or moulding and shaping clay,
Please don't let me hear you say, "He is just playing."
For you see, I'm learning as I play.
I'm expressing myself and being creative.
I may be an artist or an inventor someday.
When you see me sitting in a chair
"Reading" to an imaginary audience,
Please don't laugh and think I'm "just playing.'
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For you see, I'm learning as I play.
I may be a teacher someday.
When you see me combing the bushes for bugs,
Or packing my pockets with choice things I find,
Don't pass it off as "just play.'
For you see, I'm learning as I play.
I may be a scientist someday.
When you see me engrossed in a puzzle
Or some "plaything' at my school,
Please don't feel the time is wasted in 'play.'
For you see, I'm learning as I play.
I'm learning to solve problems and concentrate.
I may be in business someday.
When you see me cooking or tasting foods,
Please don't think that because I enjoy it,
It is 'just play.'
I'm learning to follow direction and see differences.
I may be a cook someday.
When you see me learning to skip, hop,
Run and move my body,
Please don't say I'm "just playing."
For you see, I'm learning as I play.
I'm learning how my body works.
I may be a doctor, nurse or athlete someday.
When you ask me what I've done at school today,
And I say, "I just played',
Please don't misunderstand me.
69

For you see, I'm learning as I play.
I'm learning to enjoy and be successful in my work.
I'm preparing for tomorrow.
Today, I am a child and my work is play.
- Anita Wadley
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“Play is our brain’s
favourite way of learning”
– Dianne Ackerman
“

Adelong Preschool
50 Lynch St
Adelong NSW 2729
Phone 02 6946 2631
Email: adelongpreschool@hotmail.com
www.adelongpreschool.com
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