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M: 0447134385 

 

https://www.facebook.com/KyabramCommunityLearningCentreInc 

kclc_kyabram 

Kyabram Community and Learning Centre Inc. (KCLC) 

 

Our Family Handbook is current as of June 2021.  This handbook is periodically 

updated.  For the most up to date version please visit kclc.com.au, or ask our 

Director or Co-ordinator for a copy.  You are able to access a complete copy of our 

policy and procedures at KCLC Early Learning. 

 

As a for purpose organisation (Not for profit), under our constitution, KCLC has 

members rather than shareholders.  Anyone can apply for a membership and a copy 

of the constitution by contacting KCLC on 03 5852 0000, or emailing 

secretary@kclc.com.au.  The annual membership is currently $10.   

All Early Learning Families are automatically financial members of KCLC.  Only a 

financial member of KCLC can vote at the AGM.  All nominations for the Committee 

of Management member positions must also be a financial member. 

 

  

https://www.facebook.com/KyabramCommunityLearningCentreInc
http://www.kclc.com.au/
mailto:secretary@kclc.com.au
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As you read our family handbook, we encourage you to take notes on any questions 

you have, or ways in which KCLC Early Learning are able to support you and your 

child(ren).  We have provided space at the end of our handbook for your to place 

them.  Please share these questions with our Early Learning Director, Co-ordinator 

who will happily answer these questions for you. 

 

 

Acknowledgement of Country 

KCLC acknowledge the Yorta Yorta Yenbena of this Woka, and Walla and pay our 

respects to the Elders both past, present and emerging for they hold the memories, 

traditions, the culture and hopes of all Yenbena of Australia.  We always   remember 

that under the concrete and asphalt this Woka and Walla is, was and always will be 

Yorta Yorta Woka and recognise that the sovereignty of Yorta Yorta Yenbena was 

never ceded. 
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Welcome to KCLC Early Learning 

At KCLC Early Learning, we offer quality early learning and funded Kindergarten to 

our local community for children aged between 6 weeks to 6 years of age.  

We are largely inspired by the Reggio Emilia philosophy, which was founded in 

Reggio Emilia, Italy.  

Our philosophy embraces children, families, educators, community and 

environment.  

It is important to all of us at KCLC Early Learning to practice what we promise, and 

therefore I am confident that you will feel at home within our environment which is 

guided by our philosophy. Our educators are qualified and experienced in providing 

meaningful educational programs for children.  

All of our educators hold a minimum of a Certificate III in Children Services, with at 

least half of our team holding a two-year Diploma of Children’s Services. Our funded 

Kindergarten programs are taught by qualified early childhood teachers who hold a 

Bachelor’s in Early Childhood Education or equivalent.  

Our leadership team are experienced in early childhood and guide the practices of 

our team daily to ensure a high quality educational program is provided to all 

children. We work to provide enriching and meaningful environments where children 

can learn through play, grow and, establish a sense of belonging at KCLC Early 

Learning and within our wider community.  

Our educators and management team are passionate about providing quality care 

and we are dedicated to staying at the forefront of early learning. We practice an 

ongoing cycle of continual improvement and regularly invite and encourage family 

feedback. We do this through a variety of mediums such as surveys, discussions 

and maintaining an open-door policy at all times.  

Our commitment to families creates an environment that promotes; 

 Childhood and individuality 

 Opportunities for children to make choices 

 Equality 

 Play based learning 

 Indoor/Outdoor Program (in all weather) 

 Environmental Connection 

 Multi age learning 

We look forward to welcoming your family to the KCLC Early Learning community. 

 

 

 

Jennifer Savage  

CEO 

Kyabram Community and Learning Centre Inc. 
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Why Choose KCLC Early Learning 

At KCLC Early Learning we are inspired by the Reggio Emilia philosophy and 

continually work to improve and develop our educational programs. 

Our educators are deeply inspired by the Reggio Emilia approach and encourage 

children to: 

• Engage freely between the indoor and outdoor environment 

 Explore the environments that are presented with respect  

• Learn through a play-based approach 

• Communicate their learning through the 100 languages of children 

• Explore the environment through investigation with the natural world and our 

wider community 

Through the implementation of these actions children become lifelong learners.   

Our Values 

Respect 

“Respect other people’s feelings.  It might mean nothing to you, but it could 

mean everything to them.” 

Integrity 

“Do the right thing, even when no one is looking.  It’s called integrity.” 

Inclusion 

“Inclusion is a way of thinking, a way of being and a way of making decisions 

about helping everyone belong.”    

Innovation 

“The best way to have a good idea is to have lots of idea’s”. 

Community 

“Devote yourself to the community around you. Devote yourself to creating 

something that gives you purpose & meaning.” 

KCLC’s values, our Code of Conduct, Early Childhood Australia’s Code of Ethics, and 

the UN Convention on the rights of the child guide the practices and attitudes of the 

KCLC Early Learning Team. KCLC Early Learning Team are committed to ongoing 

continual improvement through the use of Quality Improvement Plans and other 

quality improvement mechanisms. 

Our Mission 

We are a socially inclusive learning organisation respectfully meeting the needs of 

the Kyabram region.  We are a central hub for a range of community and support 

services.  We facilitate, deliver and advocate for our families and individuals to 

develop personal and interpersonal skills to connect and empower our community. 
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Our Early Learning Philosophy 

KCLC Early Learning provides an inclusive curriculum inspired by Reggio Emilia and 

based on the Victorian Early Years Learning Framework, focussing on the family and 

child’s voice. 

KCLC incorporates community practice to promote children’s identity, wellbeing and 

sense of belonging in a risky yet safe and sustainable environment. 

We believe as educators the early years are critical for establishing self-esteem, 

resilience, healthy habits, curiosity, empowerment and a love of lifelong learning. 

KCLC is committed to the inclusion of children in a multi-age setting to provide 

children the opportunity to lead, support, learn empathy and connect with a variety 

of children with varied abilities and stages of development. 

As educators we are dedicated to continually update, reflect and improve our 

practice through critical reflection, ongoing professional development and feedback. 

We invite families and community to support us in identifying improvements for our 

centre. 

KCLC Quality Statement 

KCLC is committed to providing flexible, responsive and innovative services of the 

highest quality that meet the needs of Children, Families, learners and Community 

members.  With a dedicated team that strives for excellence, we focus on 

maximising opportunities for the growth and development for families, individuals 

and communities. 

KCLC has a commitment to assist in providing a tailored service that is culturally 

appropriate, inclusive and respects the dignity of all people.  This is underpinned by 

our overarching KCLC organisational mission. 

KCLC’s Commitment to Ensuring a Child Safe Organisation 

KCLC are committed to creating an environment for children and young people to be 

safe and feel safe.  We commit to using best practice standards in the recruitment, 

screening, and employment of KCLC employees and volunteers so they will not 

harm, abuse or exploit children and young people who are involved in our 

programs, services and facilities.  
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Our Curriculum  

Each learning environment provides an educational program that is tailored to meet 

the needs of the children’s interests, strengths and developmental levels. Each child 

has an active online portfolio which captures individual and small group experiences. 

We welcome families to read the Room Curriculum and discuss the program with 

their child’s educators. 

The children’s educational programs are developed by our early childhood trained 

educators. Each program reflects KCLC Early Learning’ unique philosophy, 

commitment to the environment and local community.  

Our curriculum is enhanced with a variety of excursions and incursions to further 

challenge and reward children. KCLC Early Learning embrace the Victorian Early 

Years Learning and Development Framework (VEYLDF) and is dedicated to 

exceeding the criteria of this framework and the National Early Years Learning 

Framework (EYLF), Belonging, Being and Becoming.  

The environments our educators set up learning experiences within our indoor and 

outdoor environments with the intent for children to learn through their play. 

Educators extend on children’s learning through intentional teaching strategies.  

The National Quality Standard  

The National Quality Standard (NQS) sets the benchmark for the quality of 

education and care services. The NQS is a key aspect of the National Quality 

Framework. It brings together the seven key quality areas:  

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 and service management ratings are available to 

view in each centre’s entrance foyer.  

The National Quality Framework  

The goal of the National Quality Framework is to raise quality and drive continuous 

improvement in education and care services through:  

• The Education and Care Services National Law and Regulations.  

• The National Quality Standard for early childhood education and care and 

school age care (NQF).  

• A national quality rating and assessment process.  

• A national body jointly governed by the Australian Government and state and 

territory governments - the Australian Children’s Education and Care Quality 

Authority (ACECQA) - to oversee the system.  

Learning Experiences  

KCLC has learning experiences to promote development in:  

• Creative expression  

• Science and discovery  
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• Routines and independence  

• Literacy and numeracy  

• Construction  

• Physical well-being 

• Community and Environmental Connection 

Our Learning Groups 

The Murray River is one of Victoria’s iconic waterways. It has spiritual and cultural 

significance for Indigenous communities. To the Wurundjeri people, the river, known 

as Dhungala, was the life source of the community and an important meeting place. 

Each group at KCLC received their name from Australian fauna and flora which; live 

in, on or near the Murray River - Dhungala. Our groups are named after the 

animals; 

o Bandicoot (Kindergarten 4 year old) 

o Berranga (Kindergarten 3 year old) 

o Bettong (Over 3 years – Long day care) 

o Bilby (Under 3 years – Long Day care) 

Family Involvement  

Nothing enriches the children’s curriculum more than the involvement of the special 

people in their lives. KCLC Early Learning extends an invitation to all families and 

friends to share their skills with their child’s class and get involved in the learning 

process. Below are some general ways to get involved in the KCLC Early Learning’ 

curriculum:  

• Singing – children are so susceptible to language at an early age and it is 

wonderful to share your child’s favourite songs, no matter what language you 

sing in, with their friends.  

• Cooking – we love to explore the different tastes and textures of food from a 

variety of cultures.  

• Reading a favourite story from a special book.  

Please speak to your child’s educator or the Early Learning Director, Early Learning 

Co-Ordinator, or Room Leader, if you have a skill you would like to share! Families 

are an important part of our curriculum.  

Each family is consulted to discover more about their child’s interests, development 

and aspirations. These contributions will be incorporated into the planning of the 

individual child’s program. Individual goals are created together with families for 

every child. A plan is put together through intentional teaching 

strategies, providing opportunities for each child to reach their 

goals. 

ELLA Program 

Our language and culture program explores culture, food and 

language through a specified language program taught by our 

qualified Kindergarten teacher. Your KCLC Early Learner will 

gain a better understanding of the world around them by 

learning about other cultures and languages through stories, 

songs, dance and many other engaging experiences 
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Milo Monkey 

Milo’s Birthday Surprise introduces the simple code using a delightful story about 

Milo and his friends. The 7 stages of Little Learners Love Literacy developed 

encompassing all the vital components of an evidence-based structured literacy 

program – explicit teaching. These techniques are actively shared with all KCLC 

Early Learners in Funded Kindergarten programs and Long Daycare children. 

Studio Room Specialty 

Our Studio Room enables your KCLC Early Learner to focus on a variety of focus 

areas.  These include; 

 sustainable living, recycling, gardening, caring for animals and Centre pets. 

Our educators instil the importance of why and how to care for our planet and 

all living things. 

 Light Room, where KCLC Early Learners are able to see how light works, 

manipulates and changes, including colours and other aspects of light.  
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Creative Program 

Nurturing KCLC Early Learner’s creative abilities, our program is delivered through 

hands-on experiences.  Our program encompasses multi-sensory creative learning 

experiences, focusing on textural experiences like, modelling and clay sculptures, 

construction, painting and drawing, and other tactile experiences. 

Music and Movement Program 

Delivered in our open outdoor spaces, our program has been tailored for age-

appropriate physical activities to get your child engaged and moving! Your child will 

develop their coordination, fine and gross motor skills, whilst interacting and 

learning new skills. 

Community Garden and traffic school Program 

Delivered at Woods Reserve located beside our Early Learning Centre, our 

Community garden gives your child the opportunity to connect with the 

environment, tend to plants and animals.  Engage various senses in our indigenous 

garden.  Children also learn road rules riding bikes within the pathways incorporated 

into the program.  
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Pet Program 

There are many resident pets at KCLC Early Learning. Pets and animals are 

introduced to the program to support the children’s interests and create 

opportunities for the children to learn different lifecycles and how to care for, and 

empathise, with all living things. Families and children are regularly invited to 

suggest names for any new animal additions to the KCLC Early Learning community.  

We currently have chickens from whom we collect eggs and fish who provide a 

calming environment for the children to relax in. 

Indoor/Outdoor Program 

At KCLC Early Learning we create moments, experiences and spaces for children to 

connect with the natural environment. 

Our Indoor/Outdoor Program is a fundamental part of our curriculum.  It enables 

children the opportunity to move freely throughout their learning environment and 

engage in learning through a wide variety of mediums and effectively implement our 

play based approach.  The program caters to individual needs of children by 

enabling them to identify a space where they feel a sense of belonging. 

Children are encouraged to make connections with the natural environment and 

begin to learn and understand the work around them.  This enables children to 

engage in risk taking behaviour, moving in and around learning experiences and 

obstacles. 

This is further supported through the KCLC Community Garden and Traffic School 

Programs. 

Multi-age Program 

At KCLC Early Learning we create a space that mimics a home environment with 

children of multi ages located within the one setting.  This provides children the 

opportunity to learn from peers and enables older children the opportunity to 

practice leadership, teaching and guiding younger children in play. 

KCLC Kindergarten children are taught activities in their age groups during 

intentional teaching sessions and may attend excursions separately to Long Daycare 

program when appropriate to ensure risk assessments remain within acceptable 

limits. 

This enables all children to both experience age appropriate settings and learnings 

and experience the benefits of a multi-aged centre. 

Risky Play 

It is important for all of our children to experience movement and speed as 

preventing them from doing so for health and safety reasons at a young age is 

hazardous to their longer term wellbeing.   

While KCLC educators assess risk and ensure unnecessary risk is not experienced 

within the Early Learning Program, risky play is a vital component of learning and 

development. Various types of risky play at KCLC included within our Early Learning 

program include; 
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 Experience height and Depth 

The desire to get off the ground is a powerful one from a very young age and 

children within a setting will climb on things even if nothing is provided.  

KCLC provides children the opportunity to climb and view their environment 

from a number of angles through the use of the hill/tunnel feature, climbing 

equipment. 

 Experience movement and speed 

 

Running is a common experience for most children and ensuring there are 

open play spaces that allow for room to run and dance are important for all 

children to ensure they develop their gross motor skills needed for life.  Bikes 

are another way children are able to experience movement and speed within 

the Early Learning Environment and safety is managed through enabling 

children to experience speed and movement in age groups to minimise risk 

during play. 

 

 Experience Den building and using tools 

 

The importance of this concept comes from Danish play experiences which 

believe that children should have a degree of control of their physical 

environment and have the ability to change and add to it. 

Making a variety of items is important to children and enables them to 

develop their use of tools.  Making ramps for wheeled toys, or gullies ro run 

toys down.  Making small play things like cars, planes, boats are also popular. 

 

Using tools is encouraged within our learning environments in age appropriate 

ways.  Children have access to hammers, saws, screws which increases your 

child’s ability to build and create useful items. 

 

 Experience fire 

At KCLC Early Learning, we promote the importance of the natural world and 

include all elements into our environments; earth, air, water and fire.  Fire is 

unique, there is nothing like it for the noise it makes or how it looks or the 

obvious power it has.  Fire also have many cultural elements for cultures both 

for our Yorta Yorta Nations peoples and other cultures around the world. 

Children can experience fire through the use of KCLC’s fire pit in a controlled 

and safe manner.  This activity is often experienced by children in their 

appropriate age groups to increase safety for children participating. 

 

  



 

  14 

Online Portfolio 

Documenting your child’s learning. 

KCLC utilises portfolios as a means to create a documented journey of your child’s 

progress while at KCLC and while at home. 

Using the Early Years Learning Framework KCLC Early Learning educators observe 

your child’s learning so they can build on it and plan next steps. We do this by 

listening, watching and talking to your child/ren. Each child has their own digital 

portfolio or collection of learning. This is stored on the program Xplor and may 

contain photos your child/ren work to show what your child is learning. This learning 

journey is available for you to view at any time. 

KCLC educators will add to each child’s portfolio documentation of your child’s 

learning while at KCLC Early Learning.  For Example; 

 Learning Outcomes for groups and individual children 

 Photos and videos  

 Pieces of artwork 

 Scripts from children’s conversations with peers and educators 

 Reflections from educators 

 Daily journals of activities undertaken by children during the day 

Families are also encouraged to actively participate in their child’s portfolio, adding 

family reflections as well as looking through the portfolio, and providing comments 

to assist educators meet the needs of you, your child and your family.  Benefits of 

your families’ involvement in your child’s portfolio include; 

 It allows you to actively participate in your child’s learning 

 Your child’s learning experiences at KCLC are shared with you enabling 

extended conversations from KCLC Early Learning to continue at home and 

activities from home to be included at KCLC Early Learning to support your 

child’s learning and understanding of their world. 

 It provides you the opportunity to provide comments about your child’s 

learning at KCLC. 

 It provides our educators further knowledge of your child’s interests that can 

be incorporated into our program. 

 You can provide educators information about your child’s experiences at 

home to inform and improve your child’s experiences at KCLC. 

Notifications will be sent through the app to inform families of important information 

instead of sending home notes via your child’s bag.  This reduces the endless 

amount of paper used within the centre and ensures they are not lost. 

Some forms are still paper based, however we are always working to reduce these 

each year. 

Xplor Home App is how you sign your child/ren in and out. The features of the App 

include; 

 And communicate with KCLC regarding your child’s experiences.  allows you 

to view your child’s learning observations,  

 receive notifications and send us notifications in regards to attendance. 

 allows you to book in extra days and mark in absent days and holidays. 
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 gives you access to your financial statement.  

 This is also how we send notifications with links to sites in regards to medical 

conditions and information regarding CCS.  

 It provides information on children’s development and experiences you and 

your child may enjoy experiencing together. 

Helping your child on their journey 

It takes a village to raise a child, it’s so important for us to work together. 

We want to ensure that our centre becomes an extension of your home life and that 

the relationships, cultures and activities that are important to you and your child are 

celebrated and enjoyed here. This creates an environment where your child feels 

safe, secure and ready to learn. 

By building strong relationships with your child, we 

support you to build on your child’s learning and 

development at home. We encourage you do this 

by asking questions, getting involved and continue 

the learning journey at home. Working together, 

engaging in your child’s interests learning and 

discovering with them is the best way to ensure a 

high quality education for your child and 

developing a passion for life long learning. 

 

More information regarding Xplor can be found at  

https://www.ourxplor.com/parent/ 

We encourage you to look at the website and 

download the Xplor Home app to become familiar.  

If you have any questions KCLC educators and 

administration staff will be happy to assist you. 

   

https://www.ourxplor.com/parent/
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Excursions and Incursions 

At KCLC we believe that children should be active members of our local community. 

We regularly take small groups of children out into the community to enhance their 

learning and curiosities. Families are welcome to joins us on our excursions. 

We also bring the community to our centre. We regularly organise people and/or 

organisations of interest to extend the children’s learning objectives. 

Safety is our number one priority. Risk assessments are completed prior to each 

excursion and incursion. Children are required to have a signed permission form 

from their guardian/s to attend. 

Benefits of Excursions & Incursions 

include 

• Connection to our 

environment. 

• Connection to local 

community groups. 

• Extending learning outside 

our learning place. 

• Extending on interests to 

establish strong foundations 

to promote lifelong learners. 

Excursions will vary each year 

depending upon children’s interests.  

Our regular excursions include; 

• Kyabram Fauna Park 

• KCLC Studio Room 

• KCLC Exercise room 

• KCLC Community Garden 

• Warramunda Aged Care 

Incursions adjust to follow the 

children’s interests each year.  

Common incursions include; 

• Visits from emergency 

services 

• Dental Visit 

• Community visits from 

community members to 

share their knowledge 

• Cooking – KCLC Commercial 

Kitchen 
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Kindergarten Program 

Our kindergarten program per day will have at least two educators – one Degree 

qualified Kindergarten Teacher and one Diploma or Certificate III qualified Assistant.  

Our Kindergarten program will be offered from 9am to 4.30pm two days a week. 

Parents are further supported by our wrap around care in addition to Kindergarten 

hours.  This enables you to have care for your child at KCLC Early Learning from 

7.30am-9am before the kindergarten day begins.  At the other end of the day wrap 

around care enables your child to remain at KCLC Early Learning after the 

Kindergarten day ends at 4.30pm until 6pm in the evening.   

Additional days outside of the kinder booking may be available for childcare if 

required, please advise staff when booking for kindergarten if additional childcare 

days needed to support your family.  

Please see the fee section for information regarding fees for Kindergarten and Long 

Daycare. 

Please see our section regarding meals for more information regarding meals 

provided. 

In carefully planned learning environments, your 

child will experience many different learning 

activities. These include cutting, painting, gluing, 

drawing, dressing up, sand play, climbing, 

storytelling, singing, dancing, exploring and social 

activities such as making new friends.  

The social and emotional development of your child 

is a very important part of planned learning. Their 

teacher plans activities and encourages them to be 

involved so they become successful learners, team 

players, good problem solvers and creative thinkers 

who enjoy challenges. Another focus in 

Kindergarten is on language and literacy.  

Your child develops an early understanding of 

letters, sounds and rhyming words; as well as how 

pictures can tell stories, how written words can be read, and how spoken sounds 

can be written down.  

Learning about maths and numeracy is also a key part of Kindergarten. Your child 

learns about numbers and shapes, counting, measuring and the many different 

ways maths is used in our daily lives. Teachers take into account children’s 

experiences and backgrounds to make sure learning programs are targeted to meet 

their individual needs and interests. 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwi5tpHpmLzcAhWb7WEKHTNuB7kQjRx6BAgBEAU&url=https://www.pinterest.com.au/pin/642396334321360208/&psig=AOvVaw2WCJn0Qa-CtvIUYCqms211&ust=1532674806560904
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In Kindergarten……… 

In Kindergarten, your child learns social skills by playing and 

sharing with other children. Play allows them to share, take 

turns and develop their confidence and coordination. 

Activities provided to Kindergarten children during the year will 

vary from the Long Daycare program.  Focussed activities 

around: 

 Writing  

 Sounds  

 Measurement  

 Sorting  

 Numbers  

 Reading 

 Shapes 

 Time  

Will occur, in addition to differing excursions at times (school 

visits during Term 4, bakery visits, kitchen cooking, to name a 

few). 

Kindergarten children will also have access to some resources 

that are not freely available to all Long Daycare children, due 

to the multi age setting, such as lego blocks (alternative larger 

blocks are available for Long Daycare). 

Kindergarten children will be required to bring a lunch box to 

kindergarten during Term 4 for our cook to fill with nutritious 

lunch for the children to begin learning to eat from a lunchbox. 

Kindergarten children will have transition statements written, 

which are provide to their primary teacher to assist in your 

child’s transition to their new learning environment. 

Kindergarten children will have the opportunity to attend a 

graduation function to acknowledge the children’s progress to 

their new learning community. 

At various times Kindergarten children may have the 

opportunity to participate in government funded programs that 

are developed for kindergarten children. 
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Why choose kindergarten?  

Going to kindergarten is an important step for your child. It will help them learn 

skills that they will build on throughout their life.  

At kindergarten your child will grow socially and emotionally. Their ability to think, 

use and recognise language and their fine motor skills will be developed through 

play, art, dance, music, movement and interacting with others. Most importantly, 

your child will be learning to become a curious learner as they develop and extend 

their communication skills, build their self-confidence, learn to be creative, and 

develop skills that assist them with reading, writing and mathematics.  

KCLC’s kindergarten program provides a supportive environment in which early 

childhood educators support your child(ren)’s learning and development, and to 

achieve the outcomes identified in the Victorian Early Years Learning and 

Development Framework (VEYLDF).  

Our programs purpose is to:  

• Provide each child with a broad and rounded experience in all areas of 

learning and development  

• Offer children a range of experiences in a rich indoor and outdoor 

environment, using a variety of materials and equipment  

• Support life-skills development in children as they learn to:  

– get along with others and be a member of a group  

– show respect and caring for others  

– be comfortable with people who are different and to see beyond 

differences to similarities  

– balance their own needs, rights and responsibilities with those of 

others  

• Support and nurture resilience, flexibility and other skills and qualities that 

help children to deal with major transitions, new situations and changes in 

their lives  

• Offer support to parents through contact with experienced, knowledgeable 

and sensitive professionals with whom they can talk and share concerns, and 

from whom they can receive encouragement  

• Deliver the benefits that networking with other families can afford parents in 

terms of sharing experiences and offering support.  

Kindergarten participation also helps to identify children who may need extra 

support for their development and offer links to targeted support services. This 

helps to ensure that children receive this assistance as early as possible. 

Kindergarten also provides an opportunity for families to develop links with their 

community and other supports.  

A range of options are available for families and KCLC Kindergarten to enhance the 

inclusion of children with additional needs in our funded kindergarten program. 

Inclusion fosters a sense of belonging and accepts and respects individuality and 

diversity. Inclusive programs encourage and allow all children genuine opportunities 

to access and participate in kindergarten programs. 
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Enrolment information 

To ensure your child’s enrolment can be processed correctly we require the 

following information:  

• your child’s name and address and details of any special needs on the 

enrolment form provided by our service  

• information about yourself and any other parents, carers or guardians in your 

child’s life on the enrolment form provided by our service  

• details of people who can collect your child including any court orders or 

parenting orders regarding custody/access of your child with any parent or 

guardian on the enrolment form provided by our service  

• information about their medical health and immunisation status of your child 

including a copy of your child’s immunisation history statement or record 

provided by Medicare to be attached to the enrolment form provided by our 

service.  

• a copy of any current Health Care Card or Pension/Concession Card relevant 

to your child (if eligible).  

Enrolments: 

If you are wanting a position at KCLC Early Learning for your child, you can 

make an appointment to visit KCLC Early Learning with a member of the Early 

Learning Leadership team, in a guided walk through of the centre. Once you 

have decided on the days you are wanting your child/ren into care you will 

receive an email with a link to Xplor and you will need to complete the enrolment 

form using your computer. Once you have completed the enrolment form you 

will get a notification on the days and date that you can start your position at 

KCLC Early Learning.  Please do not lose your login details.  

 

If there is no spots available, families have the choice of going onto our waiting List. 

Changes to information: 

It’s vital we are notified immediately if any of the following changes.  

• Phone numbers 

• Medical details/immunisations 

• Change of address 

• Emergency Contacts and their details 

• Person authorized to collect your child 

• Custody or access arrangement 

 

Cancellation of Care: 

Families must give four weeks’ notice in writing when cancelling their Childcare 

place. Once a place is cancelled a family cannot automatically reclaim their place. 

You will be placed on our waiting list. 

Priority of Access 
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The Australian Government has “Priority of Access Guidelines”. Every approved 

Child Care Service has to abide by the guidelines. 

The following are the priorities:  

Priority One: A child at risk of serious abuse or neglect.  

Priority Two: A child of a parent (or both parents if you have a partner) who stratify 

the Government’s work, training, study test (for the purpose of the priority of 

access guidelines).  

Priority Three: All other children.  

Within these main categories priority are given to:  

• Children in Aboriginal and Torres Strait Islander families  

• Children in families which include an individual whose adjusted taxable 

income does not exceed the lower income threshold or who is on income 

support  

• Children in families from non-English speaking backgrounds  

• Children in socially isolated families  

• Children of single parents  

Orientation visits  

You can arrange a time to visit our Kindergarten during any weekday where your 

child can participate alongside you in any of the activities provided. This is a good 

idea if you are weighing up whether to enrol your child at KCLC or another local 

Kindergarten program. A more formal orientation day will be held in December of 

the year prior to Kindergarten starting. Families will be contacted to arrange a time 

when we can accommodate you and where you will be able to ask questions and 

meet other children and families from our Kindergarten. Children who are already 

enrolled in any of our KCLC programs will have several opportunities to visit the 

Kindergarten in the year prior to commencing Kindergarten to assist them to 

become familiar with the educators and program. 

 

Helping my child to settle  

Families are welcome to spend time with their child in our setting at any time during 

the Kindergarten year. Our experienced Educators will provide comfort and support 

to children and will keep you well informed of how your child is settling in. Starting 

Kindergarten can sometimes be a child’s first experience spending time away from 

one or both parents and therefore we recognise that it may take some time for both 

the child and parent(s) to adjust to this new routine.  

Things you can do to help both yourself and your child settle in include making sure 

you arrive on time and keep to the same times each day. This will help your child to 

plan their day and begin to understand the pattern of play, snack, play, lunch, play, 

snack and home. Allow plenty of time to get ready for Kindergarten in the mornings. 

Have a pre-determined set of ‘Kinder clothes’ that your child can easily select from 

in the morning – see ‘What to Bring to Kinder’ section below. We recommend 

labelling all items of clothing to help your child look after their belongings. 

Encourage your child to be independent by putting their own belongings in their 
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lockers on arrival and packing their bag at home time as it is good practice for 

primary school.  

Try to stay positive for your child even if you are feeling anxious about leaving for 

the day. Your child will feel reassured if they see you feeling safe and relaxed during 

drop off and pick up times. Please let the teachers know if you have any 

reservations so they can help provide you with reassurance. Parents can call any 

time during the day to see how their child is going. We want your child’s experience 

to be positive and will call you if we feel that your child is not coping with your 

separation. Sometimes children who are reluctant to attend benefit from shorter 

sessions initially until they have become more confident.  

Signing in and out of the centre 

Each child must be signed in and out of the centre everyday they attend. This is a 

legal requirement.  

These records are used in case of emergencies and for the calculation of the Child 

Care Subsidy (CCS). 

If a child is away, ill or on holidays the corresponding days must be logged using the 

Xplor Home app.  

On arrival at the centre you are asked to: 

• Sign your child into the centre using the Xplor Home parent app or ask an 

educator to do this for you. 

• Present your child to the educator in charge. 

When you collect your child, we ask that you: 

• Come into the room and greet your child. 

• Collect your child’s belongings. 

• With your child, say goodbye to the educators. 

• Sign your child out of the centre using the Xplor parent app or ask an 

educator to sign them out. 

To ensure the safety of all children, no child will be released into the care of any 

persons not registered as authorised by parent/ guardian in Xplor. 

If team members do not know the person collecting your child by appearance, the 

person must be able to produce some form of photo identification to prove that they 

are authorised to collect the child as per the Xplor authorised information. 

Please notify KCLC Early Learning Educators of any changed details from your 

Emergency Contacts and update your enrolment form via Xplor eg: phone numbers 

and change of address. 

Access to a State Funded Kindergarten Program 

The State Government provides one year of funding for all children to attend a 

Kindergarten program two years before they start school. 

Children attending the 3 year old or 4-year-old Kinder program at KCLC are 

accessing a state funded Kindergarten program. 
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There is an age cut off for eligibility to access a Funded 3 year old and Funded 4/5 

year old kinder program: children must turn 3 by the 30th of April the year they 

enrol in Kindergarten, or turn 4 by the 30th April in the year they enrol in 

kindergarten. Some exceptions do apply for children eligible for the Victorian 

Government’s Early Start Kindergarten program – see Early Start Kindergarten 

below.  

All children have the right to access a funded Kindergarten Kinder program for a 

minimum of 15 hours each week. If your child accesses their funded 15 hours at a 

separate Kindergarten, KCLC may be required to negotiate the days your child 

attends or provide your child’s booking to another child unable to access Kinder 

elsewhere. 

If your child will not attend school the year they are eligible to commence, please 

inform us once the decision has been made. 

There are also a number of other initiatives provided by the Victorian Government 

for 3 year old children who identify as Aboriginal and/or Torres Strait Islander and 

children known to Child Protection and/or Child FIRST – see Early Start Kindergarten 

grants. These children may participate in a Funded 4/5 year old Kindergarten 

program both when they are 3 and again when they are 4.  

Eligible year to attend Kinder 

Child’s Date of Birth   3 y/o Kinder   4/5 y/o Kinder 

01/05/2017-30/04/2018       2022 

01/05/2018-30/04/2019   2022    2023 

01/05/2019-30/04/2020   2023    2024 

 

Information Sharing 

When you start at KCLC Early Learning you will be asked to provide details 

regarding your family and child(ren) to support educators to provide the most 

suitable care for your child(ren).  This information is able to be shared with other 

professionals with your consent in order to support you, your family and your 

child(ren). 
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KCLC Early Learning Typical Routine 

7.30am – KCLC Early Learning Opens, Wrap around care commences 

Children wash hands, temperatures taken, COVID check, sunscreen applied if Sun Safe app 

requires it.  Children place drink bottles on trolley and put their bags in lockers 

8.30am Kindergarten starts - Children free to engage with the experiences available 

9.30am Morning Tea: Educators prepare the children for transition. Sing the following 

songs:  Clean up song ; Twinkle little star clean up song; Everybody Sits Down 

Children are encouraged to share their news. They select their favourite song to sing and 

participate in songs from the Mother Goose Program. 

Educators and children sing ‘Germs Germs Germs’ Song as children wash their hands and 

faces before they eat. 

Morning Tea – children pour their own milk and serve their own fruit using tongs. 

Children will wash their faces and hands. Children will put sunscreen on. 

Children will have the opportunity to participate in Milo Monkey story and activities and The 

ELLA Program, learning Indonesian.  

After these activities are done children will be given the option of indoor or outdoor play 

time. 

11.30am Lunch - Educators prepare the children for transition. Sing the following songs:  

Clean up song; Twinkle little star clean up song; Everybody sits down 

Children are encouraged to select their favourite songs to sing. Educators and children sing 

Germs Germs Germs Song. Children wash their faces and hands before they eat. 

Lunch time routines involves the children to serve their own lunch and seconds.  

After Lunch children wash their faces and hands and apply sun screen 

12.30pm Quiet Group Time  

Read a story, mediate or yoga, Children will have indoor and outdoor play. Mat time and 

intentional teaching opportunities available as well as child led learning. 

2.30pm Afternoon Tea 

 Educators prepare the children for transition. Sing the following songs:  

 Clean up song; Twinkle little star clean up song; Everybody sits down 

At this time educators will talk to the children about their day. Educators and children sing 

Germs Germs Germs Song: children wash their faces and hands before they eat. 

Children will sit down and educators will share out afternoon tea to the children  

2.45pm - Children will have indoor and outdoor play. Mat time and intentional teaching 

opportunities available as well as child led learning. 

4pm  Kinder Finishes/wrap around care commences 

5pm Late snack is provided 

6pm Centre Closes   
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Long Daycare Program 

Everything you need to know about your first week 

The first week of Kindergarten is a big step for you and your child. A few nerves and 

jitters, some goodbye tears and tired eyes are all to be expected. It’s normal! 

We empathise with the excitement and nervousness that the first week can bring. 

It’s a big week for a little person! 

Our friendly staff are there to guide you and your child through the journey. 

When you arrive 

When you arrive for your first day, if you haven’t already stepped through the sign 

in and sign out process on orientation, our staff will do this with you. 

They will also share the gate codes to access the centre. For the safety and security 

of your child, and all the others that attend the centre, codes must not be shared 

with any unauthorised nominee. 

Easing in 

We find that most little ones are not used to big days. That’s why we like to 

suggest, where possible, organising for your child to attend shorter days to start. 

This will help them get used to us and the centre in short stints, making the 

transition smoother for many of them. 

Please don’t be alarmed if your child experiences some separation anxiety. We 

assure you that this is normal and something that many children go through as they 

adjust to time away from their parents in a centre environment for the first time. 

Often the nature of separation anxiety is that it gets worse before it gets better. 

This may mean that your child transitions into the centre really smoothly for the 

first few days, but they start to become upset in the days that follow. 

All of our staff are very familiar with the nature of separation anxiety and are skilled 

at working with both children and families through these separation phases. 

We encourage you to trust the guidance and advice of our experienced staff. 

Saying goodbye 

Saying goodbye to your child when it’s time to leave is often the hardest part of the 

day. 

Some families choose to stay at the centre for a little while after drop off to see 

their child settle in by participating in an activity with them. When the time does 

come to say goodbye, we strongly encourage you to say goodbye once and leave. 

Returning multiple times because your child is upset often confuses them and leads 

to distress. 

Rest assured, our staff will always contact you if your child has trouble settling. But 

if you want to check in to see how your child is doing throughout the day, please 

call the centre and our staff will be happy to provide an update. 

Rest time 
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Rest time is an important part of our day in the centres. It can also be the most 

intimidating time of day for some little ones who are not yet familiar with the 

noises, sounds and smells around them. 

As a result, your child may not follow the same sleep patterns as they have at 

home, initially. 

Our staff will gather the detail of your child’s routine and work to maintain this. 

However, in those first few weeks please be prepared for a few tired days as your 

child settles into a new and unfamiliar space. 

Staff rotations at long day care 

KCLC operates a number of long day care services that are open 10.5 hours each 

week day. 

These are long days for our staff who are rostered on shifts. That is why it is 

common that the educator that you leave your child with will not be the same 

educator that you collect your child from. 

Don’t worry though. We have excellent communication methods in place to ensure 

that your important information is communicated across staff shift changes.   

Information sharing 

Information sharing between you and our educators is so important. 

Information goes in: We want to know the routines of your child. If they are babies, 

we like to know the times of their bottles, rest times and food already introduced. 

For older children, this includes their rest schedule and the foods they do and don’t 

like. 

Information goes out: KCLC Early Learning provides daily information to you 

including the times your child rested, the food and drink they had throughout the 

day and toileting/nappy changes. In your first week our centre staff will show you 

where you can find this information on the Xplor Home App, so that you are able to 

monitor your child’s progress during their day.  You are able to view learning 

outcomes and see your child’s daily journal each day your child attends KCLC. 
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Nutrition/Meals Kindergarten and Long Daycare 

Our in house kitchen provides a nutritionally balanced menu prepared on our 

premises each day. We love the aromas coming from the kitchen, especially the 

smell of baked goods made fresh daily. Children at KCLC are provided with 

breakfast, morning tea, lunch, afternoon tea and a late snack. 

Healthy, Fresh & Local 

Our fresh fruit and produce is sourced from our edible gardens and local suppliers. 

All meals follow a menu supported by Nutrition Australia and are prepared fresh on 

the premises by experienced chefs or cooks. All services have fresh fruit bowls 

available for all children and families upon entry and exit to encourage healthy 

eating. 

To increase the nutritional benefits, we reduce the amount of white carbohydrates 

and sugar given to the children. 

We use brown rice, wholemeal flour, homemade vegetable spreads for toast, etc. A 

progressive approach to meal time is provided to accommodate for individual needs.  

Water is always available and encouraged. 

During various cultural celebrations, children have opportunities to help cook special 

meals for the day. For example, making dumplings to celebrate Lunar New Year. 

Allergies and Dietary Preferences 

We value your child’s allergies and dietary preferences. We understand there are 

many children with food intolerances and mild-to-severe food allergies. 

Only food sourced by KCLC is provided to children to protect children with allergies. 

We ask that no outside food is brought into our Centre. Alternative menus are 

available to accommodate allergies and dietary requirements. Common alternate 

options are dairy-free, gluten-free and vegetarian. 

Nuts are not used in any meals. 

We ask that NO FOOD is brought into the Centre. 

Our Menu 

Approved by Nutrition Australia, our menu features Indigenous herbs and freshly 

grown fruits, veggies and herbs from our edible gardens which are tended to by our 

KCLC Early Learning community. 

We’re very proud of our menu created collectively by our in-house chefs and 

nutritionists, and has been assessed by the Healthy Eating Advisory Service and 

meets the menu planning guidelines for healthy eating from Nutrition Australia. 

Healthy eating accreditation. 

Kindergarten 

During Term 4, 4/5 year old kindergarten children can bring an empty lunchbox for 

our cook to fill with lunch to assist children begin the transition to school lunchtime 

routines.  
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Indigenous Learning 

At KCLC Early Learning, we actively teach, learn and share indigenous culture 

throughout our curriculum using the 8 Aboriginal Ways of Learning framework.  

KCLC work to partner with and seek support from members of our local indigenous 

clans to ensure the children are learning local indigenous cultures from local 

indigenous peoples when possible. 

8 Aboriginal Ways of Learning 

This Aboriginal pedagogy framework is expressed as 8 interconnected pedagogies 

involving: 

o Story Sharing: Approaching learning through narrative. 

o Learning Maps: Visualising processes. 

o Non-verbal: Intrapersonal and kinaesthetic skills for thinking and learning. 

o Symbols and Images: Using images and metaphors to understand 

concepts. 

o Land Links: Place-based learning, linking content to local land and place. 

o Non-linear: Lateral thinking. 

o Deconstruct/Reconstruct: Modelling working from wholes to parts (watch 

then do). 

o Community Links: Local viewpoints, applying learning for community 

benefit. 

We acknowledge country daily with all our children across ages. 

We pride ourselves on our Indigenous education throughout our program which 

includes children learning about their local nations, the traditional owners of the 

land. 

Additionally, we provide Indigenous learning resources and opportunities to learn 

more about Indigenous language, symbols, literature, music, art and culture. 

We apply these learnings, in dynamic and contemporary ways. 
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KCLC Cultural Learning 

KCLC Early Learning we actively teach, learn and share cultures that our families 

are members of and other cultures present within our KCLC and wider community, 

and the world. 

KCLC work to partner with and seek support from members of our ethnic 

committees and community groups to ensure the children are learning about a 

variety of different cultures from people who are connected to that culture when 

possible. 

We encourage families to share with us their culture and celebrations throughout 

the year. We celebrate culture specifically during key moments throughout the year, 

however integrate cultural awareness for both Educators and children as a 

fundamental component of our program. 

We pride ourselves on our cultural education throughout our program which 

includes children learning about other nations. 

Additionally, we provide cultural learning resources and opportunities to learn more 

about other languages, symbols, literature, music, art and culture. 

We apply these learnings, in dynamic and contemporary ways. 

During the Kindergarten program KCLC culture and language of focus is Indonesian, 

through the ELLA program. 

Outside the Kindergarten program your child(ren) experiences a variety of other 

cultures, languages and connections with other nationalities and nations. 

KCLC both engages in focus weeks (harmony day and other cultural weeks) as well 

as embedding cultural diversity into our everyday programming. 
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Getting Ready for Care 

What we supply 

The centre supplies the following: 

• Wipes 

• Sunscreen  

• Children’s bedding 

• All meals including breakfast, morning tea, lunch, afternoon tea and a late 

snack 

What to bring 

Children need to bring their own bag to the centre each day. This bag will be placed 

in your child’s locker. 

The following items will need to be included in the bag: 

• Milk bottles and formula/ breast milk (if required). We provide cow’s milk at 

our centre. 

• Security/comfort items. 

• Reusable water bottle filled with water only.  This bottle will be returned 

home at the end of each day for cleaning. 

• A complete change of clothes (For children being toilet trained, three sets of 

clothes and a pair of shoes).  Long daycare and Kindergarten programs 

encourage active play, which can often lead to messy play. 

• Our sun smart policy requires children to wear hats when playing outside (A 

bucket or legionnaire’s hat is required from the start of September to the end 

of April.  Baseball caps do not offer enough protection and are therefore not 

recommended). 

• A warm jumper, woolly hat and coat for cooler weather. 

• Nappy cream (if required). 

• A wet bag for children’s dirty/wet clothing. 

How to prepare your child 

At KCLC Early Learning, we understand that the initial settling in process can be a 

stressful time for both families and children. 

There are some small things you can do to prepare your child for long day care: 

1. Openly discuss with your child about what to expect when joining KCLC Early 

Learning. You may like to walk past the centre or share the centres social 

pages/videos. 

2. Attend all 3 Orientation Sessions. This will help your child settle in, as the 

environment, educators and other children will become familiar. 

3. For children that are breast feeding, introduce them to the bottle prior to 

commencing care. This will make it more likely for them to accept a bottle 

from their educators. 

4. Commence care before returning to work/ study to allow your child to have 

shorter days initially, gradually increasing the time spent in care. 

5. Book extra days. This can also help to settle in a child as the more frequently 

they attend, the more they become familiar with the centre, educators and 

children. 
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Uniforms 

KCLC does offer uniforms for purchase by families to enable your children to have 

clothes that do not limit the freedoms needed for children to fully engage in the 

Long Daycare and/or Kindergarten Programs. 

Uniform order are able to be made through the KCLC Early Learning Uniform Form 

provided to you upon enrolment with other update information. 
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Starting Care: Feelings 

Starting childcare can be an exciting, emotional and sometimes an anxious time for 

families. It’s normal for you and your child to have mixed feelings about it. 

Separation Anxiety 

Separation anxiety is when children fear being parted from their parents or carers.  

It’s common and normal among babies and toddlers. However, it can affect a child 

at any age. 

Separation anxiety and stranger anxiety often go hand in hand with starting child 

care. This is when your child gets upset when you leave them. 

Stranger anxiety is when your child gets upset around other people. These feelings 

are a normal part of development. 

We encourage you to speak to our team for reassurance. 

Why Does It Happen? 

Babies develop an understanding of object permanence at around 6 months old. 

This means your baby understands that you exist, even when you’re not with them. 

But they don’t understand that you’ll be back if you leave, so they might get upset 

when you go. This generally passes once they learn, through experience, that you’ll 

always come back. 

Almost all babies and children go through separation anxiety and stranger anxiety 

to some extent. These feelings usually peak at 14-18 months, although older 

children can experience separation anxiety too. 

What You Can Do 

Try not to worry – children usually adjust as their new educators and their new 

setting becomes familiar. 

We assist our families with overcoming these anxieties through our Orientation 

Days, regular updates and strong communication with our families. See our 5 - 

point list on the previous page to help get your family started. 

Your Feelings 

Starting childcare is a big change and an exciting step. Although it can be an 

emotional time for families. 

In the beginning, it might be hard, but it’s important for you to be positive with your 

child about the experience. Children have an amazing ability to pick up on when 

their parents are worried or anxious, so try not to share your worries or anxious 

feelings with your child. We are always here to help with alleviating any of these 

feelings. You can contact KCLC’s Early Learning Director or your child’s room 

educators at any point during the day via phone. 

Our nurturing and supportive educators update our communications apps regularly, 

so your family can keep up to date there also. 

Strategies To Assist With Separation 
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• Bring in a family photo 

• Bring in a blanket or a comfort toy from home 

• Always say that you’re leaving 

• Always say you’re returning 

• Give children a pick up time that they can relate to, e.g “I will be back at 

afternoon tea tea time” 

• Call the centre for updates at any time 
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Wellbeing 

Health and medical exclusion 

The safety, wellbeing and care of your child is our highest priority! We are 

committed to creating a healthy environment through proper care and attention in 

the case of an incident, injury or illness. 

KCLC has a thorough Illness Policy in place, which follows the requirements set out 

by the Education and Care Service National Regulations. Families can request a copy 

of this policy from our centre staff who are very familiar with the policies and 

procedures that it sets out. 

What to do if your child is sick 

To ensure the health and safety of all of our KCLC children, we kindly ask that if 

your child is ill, suffering from an infectious disease or a condition that prevents 

them from reasonable participation in our centre’s program, that they stay home. 

Where an infectious occurrence arises, our centre staff will contact you as soon as 

possible.  Similarly, we ask families to inform the centre if your child is suffering 

from an infectious disease as soon as possible. 

If you are unsure what classifies as an infectious disease or condition requiring your 

child stay at home, please refer to the centre’s list of infections and conditions 

requiring exclusion, sourced from the National Health and Medical Research Council. 

This list also sets out the length of time that your child should remain absent from 

the centre, depending on their condition or illness. 

Please note that families will continue to pay fees during any absence due to illness 

or exclusion. If you require more information please speak with our Early Learning 

Director, or Co-ordinator. 

Immunisation 

Ensuring all children are immunised is an essential requirement that we must 

uphold and monitor for compliance. 

The Public Health Act 2010 requires all families to provide an ACIR Immunisation 

History Statement upon enrolment, to demonstrate that your child is up to date for 

their age with their scheduled vaccinations. From 1 January 2018, Directors of 

Centres cannot enrol a child unless the parent/guardian has provided an approved 

immunisation form that shows that the child: 

• is fully immunised for their age, or 

• has a medical reason not to be vaccinated, or 

• is on a recognised catch-up schedule 

• if the child has fallen behind with their immunisations. 

All of this documentation needs to be provided to your centre prior to your child’s 

starting day. 

It is the responsibility of our Early Learning Director to inform you of any outbreak 

of a vaccine preventable disease. Similarly, if you have discovered a disease of this 

nature in your family, you need to let our Centre Director, or Co-ordinator know 

immediately. 
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If your child attends another centre on alternative days, and a disease of this nature 

has been detected in that centre, we also ask you inform our Centre Director, or Co-

ordinator of this immediately. 

Where a case of a vaccine preventable disease is detected and/or reported at the 

centre, KCLC is required by law to inform VIC Health. As a result, VIC Health may 

advise that you need to exclude your child from the centre for a period of time if 

your child is not currently immunised. 

KCLC follows the advice of VIC Health in regard to excludable conditions.  Educators 

at KCLC will be able to provide you with a list of excludable conditions for your 

information. 

Fees are payable during these periods away from the centre. 
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INCIDENT AND INJURY PROCEDURES / INSURANCE 

What will happen if your child is hurt 

At KCLC, our staff are trained and our centres are designed to minimise the 

likelihood of accidents and injury as much as possible. However, it is impossible to 

completely safeguard children from all accidents and injuries. Through the nature of 

play, exploration and adventure, it is possible for children to hurt themselves. 

The thought of this is as awful to us as it is to you, but at KCLC we are prepared! 

Our staff are well trained to deliver first aid to a child in the case of an injury. Where 

an ambulance needs to be called, our staff are also trained to determine this course 

of action and respond accordingly. 

We also ensure that, at all times, an educator with a First Aid, asthma, anaphylaxis 

and CPR qualification is on shift at our centre and on excursions. 

Where a minor injury does happen, our staff will apply first aid and complete a 

record of the incident. You will be notified on the collection of your child and we’ll 

ask you to sign an injury form. 

Where a child has hurt their head, our staff may give you a courtesy call to advise 

of the injury and then continue to keep a close eye on your child throughout the 

day.  

If an injury or incident is serious and our staff believe that urgent medical attention 

is needed, we will contact you as soon as possible following the incident. We may 

ask you to come and collect your child and take them for medical treatment. 

Where we believe an ambulance is required, we will call for one. 

Where you or your nominated contacts cannot collect your child within 30-minutes 

we may call an ambulance. Where 30-minutes has passed, we will contact you once 

more to determine your estimated arrival time. If it is not within a few minutes we 

may call an ambulance. 

If we call an ambulance you could meet the ambulance at the centre or go directly 

to the hospital. If you choose to meet your child at the hospital, one of our staff will 

accompany your child in the ambulance. 

While at the hospital or doctors we ask that you obtain a letter outlining the 

diagnosis and treatment. This needs to be given to the centre before your child’s 

next attendance. 

KCLC Early Learning is regulated by the Education and Care Services National Law 

and Regulations which requires all serious injuries and incidents to be reported to 

the Regulatory Authority. We will inform you of this when a serious injury or 

incident occurs. In these circumstances you may be contacted by a Manager from 

KCLC and you may also be contacted by a Field Officer from the Early Childhood 

Education and Care Directorate. 

What if an Ambulance is called 

KCLC does not provide ambulance cover for your child. If an ambulance is called for 

your child, we require families to claim the cost of the ambulance transport on their 
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private health fund or health care card. In the case where families do not have 

these types of cover, please speak to your Centre Director. 

KCLC does not provide personal accident cover for your child. 

Public Liability Insurance 

KCLC has a public liability insurance policy that covers the cost of damages where a 

person is injured and/or property is damaged for which KCLC is found to be legally 

liable by a court or insurance settlement. 
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EMERGENCY AND EVACUATION PROCEDURES 

What happens if there is an emergency 

As part of our strong commitment to safety, our highly experienced staff follow our 

policies and procedures on what to do should an emergency occur in the centre. 

Evacuation procedures are displayed at the centre and we also make sure that the 

children are familiar with these procedures and able to act upon them quickly if an 

emergency situation were to ever arise.  We are required to practice emergency and 

evacuation drills every three months. 

During these drills our staff will simulate a range of emergency situations so all 

children know exactly what to do in an emergency. 

If a real emergency were to occur at the centre, our staff would promptly guide the 

children through the appropriate emergency and evacuation procedure and 

immediately contact the relevant emergency service(s). This scenario may require 

children and staff to leave the centre and move to a safe meeting point or venue 

nearby. In the case of a real emergency, families will be notified by centre staff. 

KCLC Privacy Policy 

KCLC respects the privacy of our children and families and has policies in place to 

ensure the protection of their information. 

We also comply with our obligations under the Privacy Act 1988 and the Health 

Records and Information Privacy Act 2002 (VIC). 

Our privacy policies outline how we collect and store private information to meet the 

legislating requirements that we must adhere to. 

These policies include our  

• Privacy Policy;  

• Data Breach Response Plan;  

• Confidentiality, 

• Intellectual Property and  

• Information Security Policy;  

• and our Internet, Mobile Device, Email and Social Media Use Policy. 

Should you wish to receive information about any one of these policies, or have 

some questions relating to privacy, please contact our Privacy Officer on (03) 

58520000 or by emailing kclcearlylearning@kclc.com.au. 

Our Staff are required to adhere to all our policies and procedures. The KCLC 

Education and Care Services Operations Manual can be found at our Centre. All 

families are encouraged to view the manual in our centre and provide feedback. 
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FEES - Early Learning and Care / Kindergarten 

In this section you will find information about fees and payments. 

KCLC is a not-for-profit, community owned organisation. Each year our Board 

reviews our fees and budgets, and these fee policies apply to all of our centres. 

While every effort is made to maintain fees at the lowest possible levels, fees may 

increase during the course of the year to meet unanticipated costs. 

Statements 

You are able to view your statement at you convenience through the Xplor Home 

app.  Your statements will display your ‘expected CCS payment’ until the confirmed 

payment is made on your account fortnightly. 

Payment of fees 

KCLC facilitates the following methods of payment for your fees each week:  

 Direct payment through the Xplor App 

 Direct debit, set up through the Xplor App 

 Direct payments into KCLC’s bank account. 

If you wish to make a direct deposit into KCLC’s bank account please contact the 

Early Learning Administration on tanya.croxford@kclc.com.au for the necessary 

details. 

Please keep this in mind and ensure there are sufficient funds in your account to 

cover this fortnightly payment. 

Other payment options may be available to you upon written request. Please speak 

with your KCLC Early Learning Finance regarding additional options. 

Procedures for overdue accounts 

It is important that all fees are paid on time. As a not-for-profit, community owned 

organisation, your fees cover essential cost such as centre food for meals, rent, 

educator’s salaries right through to wipes and sun cream. 

Late payment fees: 

If direct debit payments are rejected by your bank a charge of $5.00 is charged per 

event. 

Late payment fees are charged $10 per month the account is overdue (without a 

payment plan in place). 

In situations where families are experiencing hardship, please speak with our Early 

Learning finance department, as soon as possible, as we will make every effort to 

work with those who have overdue accounts. We can look to negotiate a Payment 

Plan Agreement to bring your account up to date within a reasonable period. 

KCLC also provides additional services to community that are experiencing hardship.  

Please contact our Early Learning Finance to arrange a payment plan, when this 

occurs our team will check to see if any additional services that KCLC provides are 

suitable for you and your family. 

  

mailto:tanya.croxford@kclc.com.au
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Holding deposit  

A non-refundable holding deposit of $100 per child is payable when accepting a 

position within our Early Childhood program. Holding deposits will be forfeited if the 

required notice period is not provided to cancel or change your booking. 

Holding deposits are transferred to a payment for care once your child begins. 

Additional Fees 

The following additional fees may be charged. 

Late collection fees: If a child remains at KCLC after closing time, the following fees 

will be charged to your account: 

 A ‘late collection of children fee’ charged at the rate of $1 per minute per 

child for the first 10-minutes, increasing to $3 per minute thereafter 

 Late collection fees will be added to your account and must be paid within 14 

days.  

Lawn Mowing Roster 

Parents are asked to assist KCLC by mowing the lawns of the Early Learning outdoor 

space weekly.  A roster will be provided at the start of each year.  If you are not 

able to mow the lawn we ask that you contribute $10 towards the hire of a 

contractor to complete the mow.  You may elect to pay this at the start of the year 

and be removed from the roster at the start of the year. 

Refunds 

KCLC will only provide refunds if we are unable to offer care on a day when your 

child is ordinarily enrolled.  This typically includes professional development days. 

Refunds will not be provided where a child does not attend on a day for which they 

are enrolled (including sick days, holidays and other chosen absences from care). 
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Fee reductions: 

Child Care Subsidy (CCS) 

If you have a child enrolled in Kindergarten or Long daycare you may be eligible for 

the Australian Government’s Child Care Subsidy. 

It is the responsibility of each parent or guardian to follow the procedures set by the 

Department of Human Services to apply for and/or vary their Child Care Subsidy. 

This Subsidy is passed on to families by KCLC through a reduction in fees. The 

remaining ‘gap fee’ is payable directly by families to KCLC Early Learning. 

To be eligible for a reduction in fees through CCS you need to provide us with your 

Centrelink Customer Reference Number/s and dates of birth for both you and your 

child. You must then confirm the child care agreement though your 

MyGov account to receive this subsidy. We are not able to pass on a fee reduction 

until your CCS is formally approved by Centrelink and you have approved the child 

care agreement through your MyGov account. 

At KCLC, we understand that these things can be overwhelming and complex to 

start with. We have a Finance team who can support you, and we also encourage 

you to seek help through the Centrelink Family and Parents line by calling 136 150. 

Further assistance with fees 

If you have any questions regarding your fees, or need assistance, please contact 

our Early Learning Finance on 5852 0000 or via email at 

tanya.croxford@kclc.com.au 

13 week Grants (Long Daycare) 

Families that are assisted by additional service providers maybe eligible to receive 

13 week childcare grants.  Please speak to your support services to determine if you 

are eligible for this assistance.  A Letter of support will be required from your 

support provider to complete your application.  KCLC is happy to contact your 

support provider to arrange the required documents on your behalf, with your 

consent. 

Early Start Kindergarten Grants  

Early Start Kindergarten Grants are available to eligible children to provide free or 

low cost kindergarten for three year old children where programs are offered by a 

Degree qualified teacher. Some services will be able to offer your child a place in a 

program for four year olds or a mixed age group if they are eligible for an Early 

Start Kindergarten Grant.  

Is my child eligible? Your child is eligible for Early Start Kindergarten if they are 

aged three by 30 April in the year they will be attending a kindergarten program, 

and:  

 your child is Aboriginal and/or Torres Strait Islander, or  

 your family has had contact with Child Protection (or been referred by them 

to Child FIRST).  

mailto:tanya.croxford@kclc.com.au
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How do I enrol my child? You can enrol your child by contacting KCLC kindergarten 

on 58520000 and ask to access Early Start Kindergarten.  

Applications for Early Start Kindergarten funding are made by the service on your 

behalf and the grant is paid directly to the service.  

Children who have accessed Early Start 

Kindergarten are still eligible for free or 

low cost four year old kindergarten in the 

following year. Children who have 

completed one year of Early Start 

Kindergarten when they are 3 years of age 

are not automatically eligible to start 

school the following year. In Victoria all 

children must turn 5 years of age by the 

30th April in the year they commence 

formal schooling.  

COVID-19 Free Kindergarten Grants 

If the Victorian Government invites KCLC Early Learning to participate in Free 

Kindergarten in future years KCLC will elect to engage in this to support families.  

Information will be provided to families if this is an offer available to families during 

future years. 

Healthcare/Pension Card Holder Fee Assistance (Kindergarten) 

Families with Healthcare/Pension cards are able to receive assistance to cover the 

cost of Kindergarten Fees (Long Daycare fees are managed by the CCS system).  

Please ensure you provide copies of your card upon enrolling your child in 

kindergarten to enable an application to be applied on your behalf for your child’s 

kindergarten fees. 
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Fundraising 

KCLC holds several fundraisers each year to provide resources for our children and 

in both Kindergarten and Long Daycare.  KCLC work hard to ensure our fundraisers 

are value for money and items that you may want/need.  If you have any 

fundraising ideas please share them with the Early Learning Team. 

KCLC’s common fundraisers include; 

 Decorated Plate 

 Photos 

 Chocolate Drive 

 Kyabram Charity Raffle 

 Christmas Raffle 

 Easter Raffle 

Parent and Friends Advisory Committee 

Parent and friends voices are vital to ensure KCLC provides a service that meets 

parents needs and supports our community.  We invite you as parents/guardians to 

attend monthly meetings at KCLC to support the Early Learning Program at KCLC.  

The types of activies you will be able to assist with include; 

 Support with fundraisers 

 Identify resources/excursions of priority 

 Policy and continual improvement ideas and feedback 
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Booking Requirements Kindergarten/Long Daycare 

There are different booking and fee requirements depending on which fee category 

you choose – please see the attached 2021 Fee schedule. All kindergarten 

enrolments require a two days (15 hours) a week booking to meet Victorian 

Government requirements for funded kindergarten programs.  The Victorian 

Government subsidises Kindergarten places for every child in Victoria.  This subsidy 

is considered when setting fees for families. 

Families who do not have a health care/concession card may be able to access child 

care scheme and/or child care rebate to assist them with their Kindergarten fees. 

Attendance: explanation of absences 

KCLC’s centre is part of the Australian Government funding system. The 

Government requires us to maintain an accurate record of all child absences from 

our care. 

Child Care Subsidy will be paid for up to 42 absences per child for each financial 

year.  At certain times additional absences maybe provided by the State or Federal 

Government as a result of COVID-19 pandemic and or other national emergencies. 

Additional absence days will be charged at full fee, unless otherwise approved by 

the Government (documentary evidence may be required to support additional 

absences). 

Attendance: Notification of absence from Long Daycare and Kindergarten 

It is important for you to notify our KCLC Early Learning Director or Co-ordinator as 

soon as possible if your child will be absent from Kindergarten or Long daycare. 

Changing or cancelling your booking 

KCLC requires written notice if you intend to: 

 Reduce your child’s days of attendance at a Centre; or Withdraw your child from 

care at the centre (i.e. end their enrolment) 

Written notice may be given by sending an email to your Centre Director and Early 

Learning Finance email addresses – kclcearlylearning@kclc.com.au ; 

tanya.croxford@kclc.com.au. 

The following notice periods apply to changes and cancellations four-weeks’ notice. 

Fees will be charged for all booked days during the applicable notice period, whether 

or not your child attends the centre. 

Starting or ending care with an absence 

The Family Assistance Legislation prevents us from applying the Child Care Subsidy 

to absences at the start and end of an enrolment. 

This means that KCLC must charge full fees for the following days if your child does 

not attend the centre: 

 The first booked day(s) of their enrolment; and/or 

 The last booked day(s) of their enrolment (including during a two or four-week 

notice period). 

mailto:kclcearlylearning@kclc.com.au
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Following recent changes to the Family Assistance Legislation, an enrolment will be 

automatically ‘ended’ by the Government if it remains unused for eight weeks or 

more.  
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General Information 

Security Access 

At KCLC Early Learning, each child’s safety is extremely important. KCLC asks all 

parents to use the doorbells located at each external door (including personal entry 

gate) to let the staff know you are wanting to enter the centre. Entry to the centre 

is via staff opening the door/gate to enable you entry into the service.  Please do 

not unlock the gate yourself.  We also ask that you do not let other families into the 

service as you enter to enable educators to check children and carers prior to entry. 

The first time you attend KCLC Early Learning our educators are required to request 

people collecting children for ID to ensure they are a nominated collector (this can 

include parents).  We ask you warn family, friends and partners that may collect 

your child that we will ask them for ID, not to be offended, but instead pleased we 

take your child’s safety seriously. 

Children with Special Rights 

KCLC Early Learning is committed to an inclusive program for all children with 

additional needs. KCLC is connected and able to access a number of external 

services to support children and families. For more information please contact the 

Director of Early Learning or Co-ordinator. 

KCLC’s Environmental Impact 

KCLC Early Learning is committed to reducing the impact of plastic bags on our 

environment. To support limiting the use of plastic bags.  This bag is ideal to store 

any soiled, wet or dirty clothing. 

Start today and say NO to plastic bags. 

 

Notes 
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2021 Fee Schedule 

 

Kindergarten 

Kindergarten Fees for 2021 have been adjusted to enable our Community to 

participate in the Free Kindergarten program from the Victorian State Government. 

As a result Kindergarten Fees are not charged to parents during this year. 

It is currently unclear if the free kindergarten will be provided again in 2022. 

The wrap around care and meals provided by KCLC are not financially covered by 

the free kindergarten program. 

As a result an additional $50/day ($100/week) is charged to your account during 

the free kindergarten weeks. 

During school holidays (kindergarten does not operate) standard Long Daycare 

rates apply.  Please see below for these charges. 

 

Long Daycare 

Long Daycare Fees for 2021 have not been increased in recognition of the 

challenges that COVID-19 pandemic has had on our community. 

3 years and over: $100/day 

Under 3 years: $105/day 

 

Parents are charged in fortnightly statements that are available to view at any time 

through the Xplor App. 

 

Please ensure you view the Fees section of the parent handbook for further 

information regarding grants, government co-contribution payments, and other fee 

assistance. 

 

July 2021 – Update 

KCLC have made the decision not to increase KCLC Early Learning Fees for 2022 in 

light of continued pressures on families during the ongoing COVID-19 pandemic.  

A request for donations of some consumables (ie; tissues, baby wipes, balls, etc) 

may be made to parents that are able to support the program.  A decision regarding 

this request will be determined closer to the end of 2021. 

 

 


