


Page 1 of 36 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 2 of 36 

- From the Service Leader 
- Centre Details / Staffing 

 

- Hours of Operation  
- Christmas and Public Holiday Closure 
- Regulatory Authority 

 

- Owner and Management  

- Mission Statement/ Centre Philosophy 
 

 

- Visiting Shows 
- Excursions: Pre Kindy / Kindergarten classes 
- Risk Assessments 
- Excursion / Activity Permission and Authorisation forms 
- Kindergarten classes – Activity Levy 

 

- Nursery/Toddlers – When you arrive at the Centre – What to bring  
- Junior Kindy – When you arrive at the Centre – What to bring  
- Pre-Kindy – When you arrive at the Centre – What to bring 

 

- Kindergarten programs: Long Day Care and Sessional - When you arrive at the Centre - What to bring 
- Kindergarten drop off and pick up (Sessional only) 
- Uniforms  
- Kindergarten Funding Scheme  

 

- My Family Lounge 
- Email, Email, Email! 
- Yearly Planner  
- “Little Chronicles” Newsletters 
- Photographs  
- Absences 
- Signing in and out - Kiosk 
- Notifying of change of pickup person 
- Authorising a new pickup person 
- Updating your family details 
- Early morning and late afternoon admittance into the Centre 
- Late pickup fees 
- Parent helpers/Visitors/Students/Volunteers 
- Fire and Lockdown Drills 
- Car Park procedures 
 

 

- If your child becomes unwell (Suspected Illness Report) 
- If your child has been unwell 
- Medication Administration (Medication Form – Authority and Administration Record) 
- Antibiotics  
- Special circumstances (Child to self-administer medication – Parental Authority) 
- Contagious Conditions / Diseases  
- Little Genesis is a NUT FREE centre 
- Anaphylaxis / Severe Allergy Action Plans 
- Asthma Action Plans 
- Updating Medical Information (Change of Medical Circumstance form) 
- Medical Alert system 
- Injury on Intake and  Accident / Injury reports 
- Immunisation 
- Hygiene Procedures and Hand Washing 
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- Food Safety 
- Sleep and Rest Policy 
- Sun Protection 
 

FOOD AND NUTRITION ..............................................................................................................    
- Food safety and heating food 
- Nursery and Toddlers bottles 
- Birthday Cake 
- Children’s special dietary requirements 
 

SECURITY AND PROTECTION ...................................................................................................    
- Emergency Contact persons 
- Persons authorised to collect children 
- Court orders and shared custody arrangements 
- Child Protection policy 
- Fire and Lockdown drills 
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- Sharing home life 
- Meeting with staff 
- Communication with parents 
- Role of parents 
- Process of dealing with any concerns of parents, staff members or carers 
- Complaint process 
- Parent Code of Conduct 
- Policies and Procedures 

 

 

- Enrolment policy 
- Privacy policy 
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The Little Genesis Early Learning Centre is a Christian focused early childhood learning 
environment where children from the ages of 6 weeks to 6 years are educated and cared for. 
Little Genesis staff use their valuable knowledge and skills to implement an early childhood 
curriculum that encompasses all ages including infants, toddlers and kindy kids. 

At Little Genesis, we are dedicated to every child in our care – to their educational, physical and 
spiritual development. We aim to provide our children with a high standard of care in a safe 
environment. We encourage positive behaviour, high moral standards and values that the 
support the Christian home. Just like you, we want the best for our children. 

We strive to foster within every child a love of learning and a love for Christ. At Little Genesis, 
we believe we’re beginning a child’s journey in faith and education.  
 
Let them play! 

Play-based learning is an essential component of early childhood education and is often the 
most valuable context for children’s learning. In fact, the Early Learning Framework is built on 
the understanding that the principles of early childhood pedagogy guide the practice of early 
childhood educators. 

Little Genesis Early Learning Centre enthusiastically incorporates play based learning as a tool 
in achieving the best educational outcomes for their children. Every age group, from infants in 
the nursery through to curious Kindergarten children, benefit from a range of teaching strategies 
that put play first. 

Little Genesis Early Learning Centre adds to the documented effectiveness of play-based 
learning by implementing its own set of core values and beliefs. The centre operates around, 
“Faith, Hope and Love” and believes that families and community form an integral part of 
childhood curriculum. 

The organised programs delivered by the qualified educators at Little Genesis have clearly 
defined visions for young learners. Importantly though, these programs provide enough 
flexibility and space for children to learn according to their own individual style and at their own 
pace. The educational framework strives to inspire a natural love of learning in children that will 
set them up for a positive educational journey. 
 
 

Street Address 8 Youngs Crossing Road, Bray Park Qld 4500 
Postal Address PO Box 5206, Brendale Qld 4500 
Telephone (07) 3882 9032                                           Fax  (07) 3882 9034 
Email littlegenesis@genesis.qld.edu.au (General enquiries) 
Web www.littlegenesis.qld.edu.au  

 

Service Leader (Nominated Supervisor) Mrs Patricia Anstee (Diploma of Children Services) 
Assistant Service Leader (Educational Leader)  Ms Kristi Harris (B.E/B.Arts,B.Ed(E.Childhood) 
Admin Officer (M/T)  Mrs Kate White (Dip. Children’s Services) 
Admin Officer (W/Th/F) Mrs Lynne Betts (Dip. Business, Cert4 Accounting) 
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Centre opening hours: 6.30am – 6.00pm 
Nursery/Toddlers, Junior Kindy, Pre Kindy, Kindy Blue & Kindy Gold Extended: 6.30am – 6.00pm  
Kindergarten Gold Sessional:  8.15am – 2.45pm (Five-day fortnight during school terms) 
 

The Centre operates for fifty weeks of the year, closing for two weeks at the end of the year, 
reopening on the Tuesday following the Christmas/New Year period.  The Centre also observes 
school holidays for Kindergarten Gold (sessional hours) only, according to the Queensland public 
school calendar. The Centre will close for the following statutory holidays: 

* Australia Day * Good Friday  * Easter Monday   * Anzac Day  
* Labour Day  * Queen’s Birthday  * Pine Rivers Show Day   
 

Little Genesis has approval to care for 75 children each day in the following early childhood 
classes: 
• Nursery/Toddlers     8 children  6 weeks to 2 years 11 months 
• Junior Kindy      10 children 2 years to 3 years 11 months 
• Pre Kindy       13 children  3 years to 4 years 6 months 
• Kindergarten Blue          22 children  3 years to 6 years 
• Kindergarten Gold (Sessional & Extended combined)  22children 3 years to 6 years 
 
Kindy Gold consists of a combination of sessional and extended hours enrolments.  There are a 
number of children enrolled within a sessional model, which operates during school term time 
only, a five-day fortnight, and from 8.15am to 2.45pm only.  These sessional enrolments attend 
according to the QLD state school calendar. There is also an extended hours model within the 
Kindy Gold program, where children are enrolled for extended hours, and attend the centre year-
round. 
 
The Department of Education and Training (DET) incorporates Early Childhood Education and 
Care, are the regulatory authority for children’s services across Queensland.   
Our Centre is regulated by the regional office at North Lakes and an office for Early Childhood 
can be contacted on Ph. (5433 6106)  
 
In January 2012 the new National Quality Framework (NQF) commenced. This was Australia’s 
first overarching national strategy for early childhood development. From this date, our Centre 
operates under an applied system comprising the Education and Care Services National Law and 
Regulations.  
 
Little Genesis engages in continual quality improvement and self-assessment and is rated against 
the National Quality Standard every few years. For more information regarding the National 
Quality Standards and the office for Early Childhood and Education, refer to the DET website: 
www.det.qld.gov.au/earlychildhood. 

 

Genesis Christian College and Little Genesis Early Learning Centre are owned by the Company, 
Genesis Christian College Ltd. The College is controlled by the members through the Board of 
Directors.         

http://www.det.qld.gov.au/earlychildhood
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At Little Genesis, we believe we are beginning children’s journey in faith and education. Our hope 
is that with confidence the children will continue their schooling, healthy in mind, body and spirit, 
secure that their ideas and thinking are valued. Such a strong foundation provides our children 
the opportunity for the growth of a love for learning which will assist them in their life-long 
education. 
 
We believe: 
 

F For each child’s agency to be promoted, enabling them to make choices and decisions, as 
experiences are developed to meet children’s needs and interests. 
 

QA1:2:3 

A All families’ expertise, culture, values and beliefs are respected and recognised, and they 
share in the decision making about their child’s learning and well-being 
 

QA6:1:2 

I In our program, all aspects, including routines, are organised in ways that maximise 
opportunities for each child’s learning. 
 

QA1:1:3 

T The children have the right to learn regardless of culture, socio-economic status or 
ability, and the dignity and rights of every child are maintained at all times. 
 

QA5:1:2 

H, Helping children to feel secure, confident and included, the educators build trusting 
relationships by responsive and meaningful interactions. 
 
 
 

QA5:1:1 

   

H Healthy eating and physical activity are promoted through planned and spontaneous 
experiences that are appropriate for each child. 
 

QA2:1:3  

O Our children’s individual health needs are supported, and hygiene practices are 
implemented to promote a healthy environment. 
 

QA2:1:2  

P Processes are in place to ensure that there is effective self-assessment and quality 
improvement across the service. 
 

QA7:2:1 

E Engaging with and building relationships with our local community is foundational, as 
families and community form an integral part of our culture. 

QA6:2:3 

  

& 
 
 
 
… 
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L Learning and development for each child is assessed as part of an ongoing cycle of 
planning, documentation and evaluation. 
 

QA1:3:1 

O Our team interactions show mutual respect, equity and recognition of each staff 
member’s strength and skills. 
 

QA4:2:1 

V Valuable outdoor and indoor spaces are designed and organised to engage and are 
adapted to support every child in quality play, using a combination of built and natural 
environments. 
 

QA3:2:1 

E Environmental awareness is highly regarded and is fostered by encouraging children to 
show respect for the environment, through participation in our programs. 
 

QA3:2:3 

 “And now these three remain:  
Faith Hope and Love.   

But the greatest 
                                         of these is Love.”   

(1 Corinthians 13/13) 
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Children learn through responsive and reciprocal relationships with people, places, and things. 
Little Genesis is based on The Early Years Learning Framework (EYLF) for Australia, Belonging, 
Being and Becoming. The framework provides educators across Australia the opportunity to have 
consistent early childhood focuses when developing and planning quality programs in our early 
childhood settings.  Spontaneous and intentional learning experiences that are socially and 
culturally relevant are included in educators teaching practice. The Kindergarten classes use the 
Queensland Kindergarten Learning Guidelines.  
 
Our Early childhood curriculum reflects the holistic way children learn and grow. 
 
The children are actively involved in activities that include:  

• Projects and activities which support early literacy and numeracy skills 

• Discussion and planning about learning through mind mapping 

• Spontaneous experiences  

• In-depth investigations of topics in which they have shown interest  

• Complex reasoning tasks and situations  

• Working together in partnership 

• Self-selection opportunities 
 

Our architecturally designed Centre supports the curriculum by providing:  

• Dramatic play areas   

• Construction areas 

• Science and nature discovery areas 

• Art and creative studios  

• Outdoors environment including natural and purpose-built equipment 

• Library and quiet areas 

• Eating areas  

As part of enhancing our program, we include regular visiting shows into our Little Genesis 
Calendar. These shows are included on our Yearly Planner which is supplied to all families at the 
commencement of the school term.  If your child attends the Centre on the day that the show is 
booked, the cost will be added to your family account.  If your child does not attend the Centre on 
the booked day, and you would like them to attend the show, you are welcome to come in with 
your child for the duration of the show and the cost will be added to your account.  Notice of 
impending shows will also be advertised at Reception throughout the year, with the cost 
displayed.  
 

As part of the program, Kindergarten classes will schedule and participate in term excursions 
throughout the year. The Pre Kindy class may also be invited to participate in excursions 
throughout the year. Information concerning these excursions will be made available to families 
throughout the year, and costs etc. will be advertised.  These costs will be added to your family 
account.  
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Risk Assessments are completed for all excursions and program activities which are carried out 
outside the Centre. These are available for families to review 2 weeks prior to the 
excursion/activity date. Please ask at the administration counter if you wish to view the risk 
assessment for your child’s class excursion/activity.   

All permission and authorisation forms will be handed to or emailed to parents in order to obtain 
permission for their child to participate in an activity or excursion.  These permission forms would 
be emailed to parents’ nominated email address. Copies will also be available at the sign-in area.  
Please complete this form and return to your child’s Teacher or Educator. Only children with 
signed permission/authority forms will be permitted to undertake excursions/activities in 
accordance with Child Care Regulations.   
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The Little Genesis Kindergarten program encompasses several compulsory additions to their 
curriculum for which there is an annual levy of $100 payable by Kindergarten families.   

This annual levy is divided up into four amounts, which are added to each Kindergarten family’s 
account at the beginning of each term ($25 x 4).  The Annual Activity levy covers the following 
activities: 

• 

The Kindergarten classes participate in a variety of gross motor programs throughout the 
year. These programs are located either in the Genesis Christian College Gym, or on the 
school oval or shelter shed. Children develop coordination through activities which may 
include gym exercise, movement classes, tennis, or ball games.  

• 

The developing and acquisition of language is central to all children’s early childhood 
development.  Reading Eggs is a program which is incorporated into the Kindergarten 
year.   
 
Reading Eggs “makes learning to read interesting and engaging for kids, with great 
online reading games and activities.  And it really works!  Children love the games, 
songs, golden eggs and other rewards which, along with feeling proud of their reading, 
really motivate children to keep exploring and learning (www.readingeggs.com.au)”.   
 
The subscription charge (which is covered under the levy) allows your child to use this 
education experience for a full 12 months. This is introduced in Term 3 and utilized in the 
classroom.  Families are given individual sign ins to continue the learning at home. 

• 

During Term four, Kindergarten classes will offer a Water Safety and Swimming program 
as part of their curriculum.  Our service provides opportunities for children to extend on 
essential life skills around water safety.  All levels of ability will be catered to during this 
four-week program. 
 
Further information concerning the Water Safety and swimming program will be made 
available to families prior to the program’s start date, including day/times, what to bring 
etc. The cost of the swimming program forms part of the activity levy.    

http://www.readingeggs.com.au)/
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Please see below our Little Genesis Early Childhood classes, paying particular attention to their 
expectations, routines and procedures.  Each class has a “What to bring” list.  Please ensure that 
every item is clearly marked with your child’s name. Printed cotton name tags sewn or ironed onto 
clothing is highly recommended. Name EVERYTHING including shoes, socks and containers. 

Our Nursery/Toddler room includes children from the ages of 6 weeks to 2 years of age. One 
qualified Diploma and One Certificate 3 educator develop intimate, responsive, and trusting 
relationships to ensure our babies and toddlers thrive and learn in our early childhood program.    

When you arrive at the Centre: 
1. Sign your child in, using the Kiosk monitor at reception. 
2. Place your child’s bag in the provided locker space in their room. 
3. Complete daily information sheet. 
4. Hang up your child’s hat and apply sunscreen to your child. 
5. Place their morning/afternoon tea in the container provided. 
6. Place their bottle(s) and formula in the specified area. 
7. Place their lunchbox and water bottle in the allocated space / fridge provided. 

 

What to bring: 
• 6-8 nappies per day. 
• Seasonal play clothes (named). 
• Bottles with formula/milk (named, including lids/caps). 
• A water bottle (to be named and taken home each day for washing). 
• Pacifier, if applicable (named). 
• Sleep soft toy or blanket (named) *PLEASE SUBMIT AUTHORISATION FORM AS 

SHOWN ON NEXT PAGE. 
• Backpack (named with identifiable tab) 
• A lunch box (named) 
• A separate morning tea container (named) 
• A separate afternoon tea container (named) 
• Spare changes of clothes including underwear (named and in a zip lock bag) 
• A sheet set (named) in a small drawstring bag. Details as follows:  Flat sheet: Approx. 

120x160cm, Fitted Sheet: 65cm x 140cm, or standard cot sheet set size. Bag 40x45 
cm. A small light blanket for winter. 

Nursery/Toddlers: Sheets to be taken home daily to ensure storage space is adequate for all 
children. 
 
When you collect your child: 

• Make contact with your child’s educator as you collect your child. 

• Check your child’s daily chart and sign any paperwork.  

• Collect your child’s belongings, including hat. 

• Check your child’s pigeonhole (in hallway). 

• Sign your child out, using the Kiosk monitor at reception. 
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According to the “Red Nose – Saving Little Lives” publication regarding safe sleeping, it is 
strongly advised that no soft surfaces or bulky bedding articles be in an infant’s cot.  If a parent 
requests that their child has a comfort soft toy or blanket, the authorisation form below will need 
to be filled out and kept on file at the Centre.  This applies to soft toys also. 
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Our Junior Kindy room includes children from the ages of 2 years to 3 years. One qualified 
Diploma and One Certificate 3 educator endeavor to provide experiences that encourage 
physical, social, emotional and language skills.  The resourcefulness and the knowledge of our 
parents are invaluable and central to the development of our early childhood program.   

 
When you arrive at the Centre: 

1. Sign your child in, using the Kiosk monitor at reception. 

2. Place your child’s bag in the provided locker space in their room. 

3. Complete daily information sheet. 

4. Hang up your child’s hat and apply sunscreen to your child. 

5. Place their morning/afternoon tea in the container provided. 

6. Place their lunchbox and water bottle/cup in the container/fridge provided. 
 

What to bring: 

• 4-6 nappies per day. 

• Seasonal play clothes (named). 

• Bottles with formula/milk (named, including lids/caps). 

• A water bottle (to be named and taken home each day for washing). 

• Pacifier, if applicable (named). 

• Sleep soft toy or blanket (named) *PLEASE SUBMIT AUTHORISATION FORM AS 

SHOWN ON THE PREVIOUS PAGE.  

• Backpack (named with identifiable tab). 

• A lunch box (named). 

• A separate morning tea container (named). 

• A separate afternoon tea container (named). 

• Spare changes of clothes including several items of underwear (if not in nappies) 

(named and in a zip lock bag). 

• A sheet set (named) in a small drawstring bag. Details as follows:  Flat sheet: Approx. 

120x160cm, Fitted Sheet: 65cm x 140cm, or standard cot sheet set size. Bag 40x45 

cm.  A small light blanket for winter. 

 

Junior Kindy: Sheets to be taken home daily to ensure storage space is adequate for all children. 

 

When you collect your child: 

1. Make contact with your child’s educator as you collect your child. 

2. Check your child’s daily chart.  

3. Collect your child’s belongings, including hat. 

4. Check your child’s pigeonhole (in hallway). 

5. Sign your child out, using the Kiosk monitor at reception. 
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Our Pre Kindy-room includes children from the ages of 3 years to 4 years.  One qualified 
Diploma and One Certificate 3 educator endeavor to provide experiences that help develop 
literacy and numeracy skills and social skills that establish and maintain friendships. 

 
When you arrive at the Centre: 

 

1. Sign your child in, using the Kiosk monitor at reception. 

2. Encourage your child to place their bag in the provided locker space in their room. 

3. Hang up your child’s hat and apply sunscreen to your child. 

4. Place their morning/afternoon tea in the container provided. 

5. Place their lunchbox and water bottle/cup in the container/fridge provided. 

 

 

What to bring: 

 

• Seasonal play clothes (named). 

• Little Genesis hat (named). 

• A water bottle (to be named and taken home each day for washing). 

• Sleep soft toy or blanket (named)  

• Backpack (named with identifiable tab). 

• A lunch box (named). 

• A separate morning tea container (named). 

• A separate afternoon tea container (named). 

• Spare changes of clothes including several items of underwear (named and in a zip lock 
bag). 

• A sheet set (named) in a small drawstring bag. Details as follows:  Flat sheet: Approx. 
120x160cm, Fitted Sheet: 65cm x 140cm, or standard cot sheet set size. Bag 40x45 
cm. A small light blanket for winter. 

Pre-Kindy: Sheets to be taken home daily to ensure storage space is adequate for all children. 
 

 

When you collect your child: 

1. Make contact with your child’s educator as you collect your child. 

2. Collect your child’s belongings, including hat. 

3. Check your child’s pigeonhole (in hallway). 

4. Sign your child out, using Kiosk monitor at reception. 
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Our Kindergarten classes include children from the ages of 3.5 years to 6 years.  We facilitate 
government approved Kindergarten programs.  The qualified teachers develop a program that 
encourages the children to explore their own identities, ask questions and problem solve with 
literacy and numeracy tasks.  The teachers are supported by qualified assistant educators.  Our 
Kindergarten programs are developed according to the Queensland State document 
“Queensland Kindergarten Learning Guidelines” and the National EYLF.  www.qsa.qld.edu.au  
 
When you arrive at the Centre: 

1. Sign your child in, using the Kiosk monitor at reception. 
2. Encourage your child to place their bag in the provided locker space in their room. 
3. Hang up their hat and apply sunscreen. 
4. Place their morning and afternoon tea in the containers provided. 
5. Place their lunchbox and cup in the allocated space / fridge provided. 

 

What to bring: 

• Drink bottle (named) (Children are to bring their own drink bottle, which is to be named and 
taken home each day) 

• Little Genesis hat. 

• Little Genesis backpack (named with identifiable tag). 

• A lunch box (named).  

• A separate morning tea container (named). 

• A separate afternoon tea container (named).  

• Spare changes of clothes including underwear (named and in a zip lock bag). 

• A sheet set (named) in a small drawstring bag. Details as follows:  Flat sheet: Approx. 
120x160cm, Fitted Sheet: 65cm x 140cm (or standard cot sheet set, which is slightly 
larger), Bag 40x45 cm. A small light blanket for winter. 

 
Encouraging and reminding your child to do their jobs promotes independence and assists them 
in preparing for the next stage of schooling. 

Sheets to be taken home daily to ensure storage space is adequate for all children. 
 

When you collect your child: 

1. Ensure your child’s teacher has acknowledged you and marked your child off the roll. 
2. Collect your child’s belongings, including hat, water bottle and sheets on child’s last 

day of week. 
3. Check your child’s pocket (in hallway). 
4. Sign your child out, using the Kiosk monitor at reception. 

 
KINDERGARTEN DROP OFF AND PICK UP (KG SESSIONAL ENROLMENTS ONLY) 

It is important that parents and their children arrive promptly for these Kindy sessions. The 
Sessional Kindergarten component in Kindy Gold commences at 8.15am with pick up time 
2.45pm.  The children will remain with teaching staff until collected by an authorised adult. Please 
notify administration via phone in the event of an emergency if you are unable to pick up your 
child by pick up time.  Late fees may apply if your child is collected after 2.45pm. 
If your child is enrolled in the Extended hours component of Kindy Gold, the normal hours of the 
centre apply. 

http://www.qsa.qld.edu.au/
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UNIFORMS 

Uniforms for Kindergarten Blue and Kindergarten Gold are compulsory during school term times 
and can be purchased from the Genesis Christian College Uniform Shop. The purchasing of 
Kindergarten uniforms is by appointment only, these can be made by phoning the uniform shop 
on 3882 9031. Secondhand uniforms can also be purchased at the uniform shop.  
 
Uniform shop hours are: -  

Tuesday:        8.15am – 9.45am and 2.30pm – 3.30pm 
Wednesday:   8.15am – 9.45am and 2.30pm – 3.30pm 
Friday:            8.15am – 9.45am and 2.30pm – 3.30pm 

The uniform gives the Kindergarten child a sense of belonging to the program, a sense of 
security and a uniform identifies a student immediately.  

Children are to wear: 
• Little Genesis navy shorts 
• Little Genesis Kindergarten shirt 
• Comfortable closed in black shoes or white joggers 
• Little Genesis backpack type draw string bag.   
• Little Genesis Legionnaires cap (issued by the Centre at commencement)  

All uniform requirements (except footwear) are available on campus at the Genesis Christian 
College Uniform Shop.  
All belongings are to be clearly marked with the child’s name. Printed cotton name tags sewn or 
ironed onto clothing is highly recommended. Name EVERYTHING including shoes, socks and 
containers. 

The Queensland Kindergarten Funding Scheme helps offset the cost of implementing and 
operating our approved kindergarten programs. http://deta.qld.gov.au/earlychildhood/index.html 
 
Please note: There is a minimum requirement of 2 booked days per week for our Kindy 
Classes. 

http://deta.qld.gov.au/earlychildhood/service/access-kindy/kindergarten-funding.html
http://deta.qld.gov.au/earlychildhood/index.html
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Our service subscribes to a fantastic online booking and Waitlist management program called QK 
Enrol. This program will give you access to manage your own account information, where you 
will have the ability to make bookings requests and allow you to complete and submit an online 
enrolment form for your child. You will have the flexibility of doing this and much, much more all 
within a parent portal called ‘My Family Lounge’.  

In conjunction with QK Enrol, Little Genesis also utilises a family payment system called QikKids 
payments through Debit Success, which provides all families with a selection of auto payments 
between credit card or direct debit.  All families are required to select one of these options, with 
their gap payments being processed automatically each fortnight.  It is important that ALL families 
complete this section of the enrolment form via ‘My Family Lounge’, as this information is 
mandatory for all our Little Genesis accounts.   

What can I do in My Family Lounge?  

• As a parent at our service, you can log in/ register and submit all the required enrolment 
information for your child, instead of completing a handwritten enrolment form.  You are also 
able to upload attachments as prompted.  You are also able to submit your bond payment via 
the online enrolment form (if not already paid). 

• As an existing parent at our service, you can easily manage your account information online. 

• You can input or adjust your payment information for your Little Genesis fees. 

• You can request changes to days your child is permanently booked in for.  

• You can easily provide detailed information about your child to our service such as medical 
information, diet requirements, emergency contact details and more! All this information can 
be provided on the online enrolment form and submitted to our service. 

How do I log in?  

On acceptance of your child’s placement, you will receive a Welcome email from the My Family 
Lounge where you will be prompted to complete your registration and set up a password. You will 
have 7 days to set up your password to validate your account. 

Once you have validated your account, simply log in and complete all details for your family and 
your child (next to your child’s name, click on Start/View Enrolment).  Please ensure this 
information is completed and submitted by the time your enrolment begins. 

Please ensure you select your payment type and details for your child’s fees. 

Little Genesis’s main method of communication to families is achieved via email. One of the most 
important details that we collect from parents on the enrolment of their child is their nominated 
email address. All updates, newsletters, statements and important information will be sent to this 
nominated email address for families. Please make every effort to advise the Centre if your email 
address changes, or if you are not receiving statements or updates. 
 

Little Genesis also has a Facebook page which will post important information in conjunction with 
the email notifications. https://www.facebook.com/LittleGenesisELC 

https://www.facebook.com/LittleGenesisELC
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At the beginning of each school year, all families are supplied with a copy of the Little Genesis 
Yearly Planner.  This planner contains all relevant dates for important events during the year 
including Fortnightly Statement runs, “Little Chronicles” newsletter days, Public and School 
holiday dates, Visiting shows, special dates such as Mother’s Day night, Father’s Day night, 
Grandparents days and the Kindy concert.  Each special event that is outlined on the yearly 
planner will be advertised in detail closer to the date, through email and on calendars/signs on 
the foyer notice board. 
 

Five editions per year of the “Little Chronicles” newsletter will be published per year.  The 
newsletter includes an address from the Service Leader, an article from each of the Nursery, 
Junior Kindy, Pre-Kindy, Kindergarten Blue, Kindergarten Gold and Junior OSHC room 
Educators, and an Admin section including date reminders for the next time period.  The “Little 
Chronicles” is always a favourite with our families on keeping up to date with the general and 
specific events that make up our Little Genesis community. 
 

Periodically the Centre staff will take photographs as a pictorial record of the educational 
programs and of children’s participation in them.  These photographs are displayed only for 
parents to view.   
 

All parents will be required to complete an image permission section in their child’s enrolment 
form as to whether they agree for any of their child’s photos to be used within external marketing.  
Please indicate if you do NOT give permission for this to occur. 
 

If your child is absent or is going to be absent, please phone or email the Centre as soon as 
possible to advise us. It is important that families inform the service when their child is sick or 
unwell as we may need to inform other families of a possible outbreak within the service. All 
names remain confidential.  
   

Each day, parents are required to sign their child in at the sign in counter in the foyer, using either 
of the two digital screens provided.  Using their mobile number, the parent or authorized person 
can log in and sign their child in, using the Kiosk system.  The child must also be signed out on 
pick up, using the same system, giving the actual time collected. Room staff must be informed of 
the child’s departure on pickup.  These sign-in/out records are used for attendance checks and it 
is a legal requirement that they are completed correctly and daily.  Authorised pick up persons 
must be over 18 years of age. 

 

If parents are not going to be able to pick their child up on a specific day, they must notify the 
Centre by phone to advise as early as possible.  Staff will complete a “Parental Authorisation for 
pickup person” form if it is someone that staff are not familiar with.  Please advise reception of the 
name of the pickup person and whether they are an authorised contact. The Educators/Teachers 
will then be advised by reception.  If the authorised pick up person has not been at the Centre 
before to pick up the child, they must bring photo identification with them to show at Reception on 
arrival.   
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If parents are giving permission via phone                   
or in person for a new authorised pick-up person to be 
added immediately, (either as a one-off pick-up, or 
permanently on their list), staff will complete a Parental 
Authorisation for pickup person (A2) form on their 
behalf, which will ensure the changes are effective 
immediately. Room educators are informed immediately of 
the changes. 

 
On arrival, the new pick-up person will need to show photo 
identification to Reception or to the Teacher/Lead Educator 
if Reception is unattended.  Parents are to confirm this 
authorisation the next time they are in the Centre by signing 
the form. These details will then be entered on the Centre’s 
Kiosk system and filed with your child’s enrolment forms. 
 
Parents: Please advise any new pickup persons that 
they will be required to show photo identification when 
collecting a child from the center. 

 

Families are required to update any of their enrolment 
information that changes during their child’s enrolment, 
either through the “My Family Lounge” link on the LG 
website, or manually, submitting a Family Records Update 
form (F1).  
 
If parents need to add an emergency contact person, 
change your family address or contact number, or advise of 
a change of family circumstances, this can also all be done 
through “My Family Lounge” on the LG Website, or 
completion of a form, as above. 
 
Please also ensure that if your working status changes, 
you advise the Centre administration, as Little Genesis is 
bound by the Government regulator to abide by the 
Priority of Access guidelines as outlined in the Enrolment 
terms and conditions on entry:  
 
“I/We understand that a Priority of Access system is applied at the Centre under conditions laid 
by the Federal Government whereby the children of working parents must be given priority over 
those of non-working parents.”    

In special circumstances, the Centre reserves the right to offer altered days/ number of days 
where there is a family requiring care who satisfy a higher priority at that time.  The Centre will 
make every endeavour to maintain a child’s current enrolled days however, to minimise any 
inconvenience to the child and the family. 
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To exit the centre, parents are required to push a security button in order to unlock the door.  This 
exit button is to be used strictly by PARENTS ONLY.  Children OF ANY AGE are under no 
circumstances to push the exit button.  Parents are also asked to ensure that their children do not 
run ahead of them when exiting the rooms, as it is a security risk when other families are coming 
in and out of the centre.  
 

Between the hours of 6.30am - 7am and 5.30pm - 6pm, the Centre’s front door will be locked.  If 
you are dropping off or picking up within these times, please press the doorbell located to the 
right of the front door, on the brick wall.  Staff will come and open the door for you.  This is a 
security measure to protect children and staff during the early and late shifts.  If you think you will 
often be dropping off or picking up during these times, please apply to Reception for a security 
PIN. 
 

Little Genesis Early Learning Centre closes at 6pm. Parents need to ensure that they allow time 
to arrive, collect their child and their belongings and exit the Centre by 6pm.  Late fees will apply 
if parents arrive after 6pm.  Full details of late fees are outline in our Fees and Administration 
handbook. 

All parent helpers and volunteers will be required to officially register in the Visitor sign-in book at 
the Centre Reception on arrival. There, you will be issued with a temporary visitor’s pass that 
must be openly displayed on your person. 
 

Quarterly fire drills and lockdown drills are held throughout the year and will involve all persons 
who are present in the Centre at the time of the drill, including staff, children, parents and visitors. 
Evacuation procedures are outlined in all rooms with diagrams and steps to follow.   
 
In the case of an emergency, the Centre will follow the evacuation procedures and relocate the 
children to a safe place.  In the event of a fire or lockdown event, parents will be notified via their 
nominated mobile phone number as soon as possible.  
 
Please ensure that you keep your emergency mobile number updated with the centre.  
Parents provide this information in your initial enrolment and can also update through the My 
Family Lounge portal. 
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As the Centre shares the car park with Genesis Christian College, parents of the Centre should 
be aware of the peak congestion periods between 8.15am-8.45am and 2.45pm-3.15pm.  If 
families are using the Centre only, they should endeavor to park in the Little Genesis “10 minute” 
parking zone.   
 
Parents are not to reverse park in the Little Genesis parking areas, where tow bars impinge 
on footpath and walkway access for children.  FRONT TO CURB PARKING only in these 
areas. 
 
Motorists are also requested to observe the following: 

• Please use the 10-minute drop-off parking zone. 

• There is no parking permitted in the pick-up and drop-off zone of Genesis Christian 
College. 

• There is to be no dropping off or picking up of children along the front of the Centre on 
Youngs Crossing Road. 

• Adhere to the 10 KPH speed limit within the College grounds. 

• Give way to pedestrians using the two zebra crossings. 

• Children are never to be left unattended in cars parked in the car park. This is a chargeable 
offence in Queensland. 
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Policies and procedures are developed 
based on the recommendations of the 
Staying Healthy in Childcare publication 
distributed by The National Health and 
Medical Research Council (NHMRC). A 
copy of the publication is available at the 
Centre or online. www.nhmrc.gov.au  

If a child becomes unwell whilst in the 
Centre, parents will be contacted to collect 
their child. In the parent has been 
contacted to collect their unwell child, a 
“Suspected Illness Report” (M3) will be 
completed by the room educator and given 
to the parent on their arrival at the service. 

This form will summarise the symptoms 
and circumstances that have been 
observed by the educator and is provided 
to inform parents and/or doctors of any 
potentially relevant details of the child’s 
day, leading up to their release. 

When a child has a fever and they are 
showing signs of being unwell, parents will 
be notified, and they will be asked to 
collect their child from the Centre as soon 
as possible.  If a parent or emergency 
contact cannot pick up an unwell child 
immediately and their temperature continues to rise regardless of the above steps being 
undertaken, an ambulance may be called.  

If children have a high temperature (over 38%), a tepid bath and cool cloths will be used to 
reduce the child’s fever prior to contacting the parent.                                                                     

If a child has been ill with vomiting and/or diarrhoea, they are unable to attend the service for at 
least 24 hours after the symptoms have ceased. 

 

If a child has been unwell, they may return to the Centre once they have been symptom free for 
at least 24 hours. The Centre may ask parents for a doctor’s certificate (clearance) confirming 
that a child is well enough to attend.  

If a child has been unwell but returns to the Centre on medication for a non-contagious 
condition, parents may bring the medication into the Centre for educators to administer at the 
appropriate time(s). If on antibiotics, children must be on antibiotics for a full 24 hours before 
returning to the service.  

http://www.nhmrc.gov.au/
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All medication that needs to be administered will only able to be administered by a Teacher or 
Lead Education with First Aid qualifications.   
 
Medications either prescribed or over the counter, need to be in their original container, in date, 
with original label and chemist label including child’s name. 

Medications can only be administered when a Medication Form – Authority and Administration 
Record is completed and given to your child’s educator.   

 

In certain circumstances, a 
child may need to self-
administer their medication. 
This may occur when a child 
suffers from diabetes or 
asthma.   

Parents must complete an Authority to Self-Administer form (available at reception) providing details 
of the medication and the circumstances where their child may self-administer.  Children that self-
advisor medication will be supervised by a Teacher or Lead Educator with a current first aid 
qualification.   

The Centre has a duty of care to all families to provide a safe and healthy environment for children 
and asks parents/guardians to withdraw their child from the Centre immediately when they know 
their child has a contagious disease. (Refer to “Staying Healthy in Child Care” Fifth Edition).  
 
Please ensure that you do not send your child back to the Centre prematurely and that they have 
made a full recovery before returning. If a child has a temperature (38°C or above), they are to 
be kept home for a minimum of 24 hours without fever (without the aid of paracetamol) or the 
Service Leader will request a doctor clearance before the child returns.   
 
The Centre reserves the right to insist on a doctor’s letter stating a child is well enough to 
attend, is no longer contagious to other children and will manage physically and 
emotionally being in care for the day.  
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Anaphylaxis is a severe, life threatening 
allergic reaction. The reaction can 
develop within minutes of exposure to 
the allergen. An increasing number of 
children experience a severe reaction 
when they eat or have contact with 
nuts, seafood, eggs or other allergens.  

The Centre is committed to provide a 
safe and healthy environment for all 
children and especially the well-being 
of children at higher risk including 
anaphylaxis reactions. Our staff are 
trained in managing these situations 
annually and all staff are briefed on 
which children are at risk within the 
Centre.  

As part of our preventative strategy at 
Little Genesis, we need to remove as 
many products and food items as 
possible which contain nuts. Complete 
removal is difficult due to manufacturing 
and processing techniques.  

Children who have been diagnosed 
with anaphylaxis or a severe allergy 
need to have an Action Plan 
completed and signed by a Doctor.  
The plan must be displayed in the 
child’s room to inform all staff and 
educators of the allergy and required 
treatment.  Children with pre-diagnosed allergies or reactions need to have provided the Centre 
with an action plan prior to commencing their enrolment.  To ensure the best quality of care is 
given, our educators are trained in the use of Epi-pens and Asthma management. Action plans 
can be accessed from you GP or from www.allergy.org.au  
 
Anaphylaxis Management Plans should be updated each year and the relevant medication, Epi-
pen or antihistamine will be kept in the First Aid Cupboard in the child’s room. A detailed 
Anaphylaxis Policy is provided in our Policies and Procedures Manual. 
 
The Service Leader will train all staff (including relief) and educators of children who have 
medical conditions and allergies. 
 

LITTLE GENESIS IS A NUT FEE CENTRE 
NO NUT PRODUCTS, INCLUDING PEANUT BUTTER, NUTELLA 

OR MUESLI BARS CONTAINING NUTS ARE TO BE SENT 
IN LUNCH BOXES 

 
At times it may also be necessary for us to operate as an egg or other allergen free Centre as 
children with severe allergies may be present. Parents will be advised via email and a sign will be 

http://www.allergy.org.au/
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displayed both in the reception area and in the relevant rooms. When this occurs, it will be 
expected that all families comply with the Centre’s requests not to include any of these foods in 
their child’s lunchboxes. 

 

If a child suffers from asthma, parents are required to provide the Centre with an Asthma Action 
Plan.  This Action plan is provided by the child’s doctor and is displayed on the service emergency 
board so all educators are aware of the plan to take in the event of an attack. 
For more information on Asthma Action plans, visit the National Asthma Council Australia website 
on www.nationalasthma.org.au.  
 

Parents must ensure that their child’s medical information lodged at the Centre is kept current 
and up to date. Please let the Centre know if any new situations arise as the year progresses so 
that records can be kept up to date at all times. This can be done through “My Family Lounge”, 
on the Little Genesis website. 
 
This is also an area where current telephone contact numbers and emergency contacts 
are vitally important.  

 

http://www.nationalasthma.org.au/
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If your child’s medical circumstances change, for example if they are diagnosed with an allergy, 
asthma, or another medical condition, a Change of Medical Circumstance form is to be completed 
and handed in for the Service Leader. If the medical circumstance is a severe allergy/anaphylaxis 
or asthma, an action plan for this also needs to be attached. 
 
This is to ensure that the Service Leader follows up the plan of action and/or medical response 
and care practice with all staff members. This form is available from Reception. 
 

Each room is issued with a medical alert list, outlining each child within the service who presents 
with a medical condition or severe allergy. 

These lists contain vital information that all staff need to know and include an up-to-date 
photograph of the child.  The medical alert lists are divided into room categories, so that each 
room has their list of child alerts, but also have access to other child alerts in the centre for periods 
when the rooms merge for special activities. 

All visiting staff are orientated regarding these alert lists as a high priority. 

These alert lists are being constantly updated, as families advise the centre of changes in their 
child’s condition/management. 

All children that have an asthma or anaphylaxis/severe allergy action plan are required to wear a 
red Medical/Emergency Band.  These are located in each room at the Emergency boxes. 

If a child presents at the Centre with an injury, parents will be required to complete and sign an 
Injury on Intake form before leaving their child in the care of Little Genesis educators.   
 
This form simply acknowledges that the child’s injury was already in evidence on arrival. 
 
Similarly, if a staff member notices signs of an injury soon after a child presents to the service, 
parents will be contacted regarding the nature of the injury and will be required to sign an Injury 
on Intake form when collecting their child at pickup time to confirm that they have been notified. 
 

Any incident or injury which occurs to a child during care at Little Genesis will be documented on 
an Accident/Incident Report Form.  
 
Staff members will document minor incidents and/or injuries that occur during the day and present 
this form to parents at collection time for parents to sign once read.  
 
If a child’s incident and/or injury is deemed to be possibly significant, the parent will be contacted 
by telephone in order to allow the parent to assess the situation in consultation with staff.  
 
If staff assess that an incident has resulted in serious injuries, an Ambulance will be called 
immediately.  The parent will be contacted as soon as possible to be advised of the situation. 
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Parents must supply a record of their child’s immunisation upon enrolment and supply updated 
records as their child receives further immunisations. Children must be fully immunised or have 
exemption documentation to attend the Centre.  For families who receive CCS entitlements, it is 
under the condition that their child’s immunisations are kept up to date.  The Family Assistance 
Office will cease paying CCS benefits if immunisations are not kept up to date, and full fees will 
be payable to the Centre.  

Please refer to Fees and Administration booklet for more information.  
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Further information and immunisation resources are available from the National Immunisation 
Program website at www.immunise.health.gov.au or by contacting the infoline on 1800 020 103. 

http://www.immunise.health.gov.au/
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To minimize cross infection at the Centre, several procedures are followed including regular hand 
washing. Staff members wear disposable gloves when attending a sick child or changing soiled 
clothing. Toys and equipment are disinfected regularly.   

To reduce the spread of infection and germs, staff and children wash their hands:  
 

• Before handling food, including babies’ bottles; before eating; before giving medication 

• After changing a nappy; after removing gloves; after going to the toilet 

• After cleaning up blood, faeces or vomit; After wiping a nose, either a child’s or one’s own 

• After handling garbage 

• After coming in from outside play and before going home  

 

All staff have been trained in Food Safety; we are committed to keeping our staff up to date on all 
current practices. The prevention of food-borne illness involves attention to hygiene, proper 
handling and preparation of food and care during food storage and distribution. Therefore, each 
room has a fridge to store food and drinks and adequate food safety equipment is supplied in 
each room.  
 

The program must incorporate a balance of activities for children including opportunities for rest 
and relaxation.  

These rest times provide: 

• An opportunity for the child to sleep/unwind 

• A time to help the child learn to relax 

• A time of uninterrupted quiet 

Establishing patterns of rest and relaxation, like good eating habits, are benefits which a child can 
carry into later life. Our service provides environments in which each child’s comfort is provided 
for, and there are appropriate opportunities to meet each child’s need for sleep, rest and 
relaxation.  

 

To assist in the skin care of children using our Centre we provide hats for children from Nursery 
age upwards. The hats are clearly named and colour-coded to rooms and the children are 
required to wear the provided Little Genesis hats while they are in the centre. The hats are to go 
home with the children’s possessions each day and are brought in each day with their other items.  
Replacement hats are provided if hats are lost throughout the year, at a cost of $5 per additional 
hat. 

The Centre provides sunscreen (30+).  

Parents are to apply  
sunscreen to their child  

every morning  
and staff will re-apply  

during the day. 
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Food and Nutrition ______________  
 
At Little Genesis, we want to ensure that all children who attend have food and drink that is safe, 
nutritious and culturally diverse. 
 
Good nutrition is vital to growth and development of young children and the foods we provide 
them often becomes the basis for lifelong food choices. The Dietary Guidelines for Children and 
Adolescents recommend that children eat a wide variety of nutritious foods and that care is taken 
with children’s food so that it is served to young children safely and hygienically. 
 

  
NO NUT PRODUCTS, INCLUDING PEANUT BUTTER, NUTELLA, OR MUESLI BARS 

CONTAINING NUTS ARE TO BE SENT IN LUNCH BOXES 
 

Children need to be provided with enough food for morning tea, lunch and afternoon tea.  
 

Our Service must prepare and provide food in a way that is safe for the children in our care.  All 
food is prepared in the rooms using the designated food preparation area or trolleys.  Any room 
dishes are washed up in the main kitchen using a high-powered commercial dishwasher to ensure 
a high standard of hygiene is maintained.   
 
Generally, Little Genesis does not heat up food for the children, apart from in the Nursery/Toddler 
and Junior Kindy rooms.  Food is not heated in the Pre-Kindy or the senior Kindergarten 
programs.  
 

Formula/breast milk must be provided daily. We also ask that parents provide one extra bottle 
feed for children under twelve months old to allow for growth spurts, hot weather and good food 
safety practices. 
 
In preparing, storing and heating bottles, Little Genesis adheres to the Australian Government 
national Health and Medical Research Council 5th Edition “Staying Healthy” booklet, pages 58 & 
59.  More detailed information regarding our processes and procedures is found in our “Food, 
Nutrition and Beverage policy” and “Health, Hygiene and Safe Food policy”. 
 

Celebrations of birthdays are encouraged.  We implement the following practice to prevent the 
spread of germs.  Provide a separate cupcake (with a candle if they wish) for the birthday child 
and enough cupcakes for all the other children or provide a separate cupcake (with a candle if 
they wish) for the birthday child and a large cake that can be cut and shared. 
  
Additionally, if your child has food allergies/intolerances, it is a great idea to send special 
cupcakes to be kept frozen for when other children bring in birthday cake.  This is a way to ensure 
your child always has a special “treat” when other children are celebrating their birthday. 
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All parents with children who have special dietary needs must complete a Child’s Special Dietary 
Requirements (D1) form and submit to Reception.  The Service Leader will then notify all staff. 
Please note:  If you have not previously completed a form, and your child has developed food 
intolerances or allergies, please ask for a form at Reception so your child’s file can be updated.  
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In the event of illness or emergency, initial contact will always be made to a parent/guardian. If 
parents are not contactable, then staff will contact emergency contact persons which have been 
nominated by parents on their child’s enrolment form.    
 
 

 

No child will be allowed to leave the Centre without parents’ permission or without an authorised 
adult of 18+ years. For this purpose, we request parents to authorise persons who may collect 
their child/ren and/or in case of sickness. Parents are always expected to keep the authorised 
contact list up to date. Only the persons nominated by parents will be authorised to collect a child 
and current photo identification will be required.  Parents can keep this list updated using My 
Family Lounge. 
 

If there are Family Law Court orders, restraining orders, shared custody arrangements or 
parenting plans pertaining to the child, the Centre must be supplied with current copies of such 
orders and parents are expected to keep the Centre informed of any changes to orders or 
agreements. Failure to provide current orders may result in cancellation of care. 
 

The Centre has a comprehensive Child Protection Policy which covers the actions to be taken if 
a member of staff or a parent of the Centre becomes aware or reasonably suspects that harm 
has been done to a child of the Centre by other staff, people outside the Centre or by other 
children. 
 
Queensland legislation defines harm as:  Any detrimental effect of a significant nature on the 
child’s physical, psychological or emotional well-being. It is immaterial how the harm is caused. 
Harm can be caused by: 

• Physical, psychological or emotional abuse or neglect 

• Sexual abuse or exploitation 

• Domestic or family violence 

All Little Genesis staff hold current Blue Cards and undergo annual Child Protection training. 

 
In the event of a fire or lock down, we require 1 (one) primary mobile number by which the Centre 
can send an emergency message.  Please see example of the Emergency Contact section of the 
Enrolment form. If this number changes during the year, it is important that you notify Reception 
immediately so the Centre’s emergency phone can be updated.  
 
Fire or Lockdown drills are performed quarterly throughout the service. 
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Communication ________________  
 
At Little Genesis, we believe that constant communication needs to take place between parents 
and staff throughout the day via staff/parent conversation, interaction, daily notices, telephone 
conversations, email and My Family Lounge. We aim to develop trusting relationships with all 
families to enable us to work in partnership with you.  
 

Events in the family life such as major illnesses, visits of grandparents and relatives, accident or 
death of relatives or pets may be a cause of major concern or excitement for children and 
markedly affect their behaviour. It is important for the home and the Centre to share this 
information and we would appreciate parents informing teachers and/or the Service Leader of 
any unusual happenings of this nature for the benefit and well-being of the children. 

 

An opportunity for our Staff to share information with parents is valued and from time to time 
parents may request a meeting with staff for that purpose. Staff on duty are responsible for the 
safety and well-being of the children in their charge. Therefore, they are not available for lengthy 
consultations while overseeing the children. If you wish to speak at length, please advise 
Reception who will book a time for you to meet with your child’s Educators/Teacher. 
 

Communication notebooks are available outside all rooms, for parents who desire to 
communicate but who may pick up children after the Lead Educator/Teacher has finished for the 
day.  Please write anything of concern in these notebooks, or feel free to email your child’s 
Educator/Teacher for any clarification or information. 
 
Information pockets or pigeonholes are located outside the classrooms for notes and room 
information for parents. Regular checking of the contents of the pockets will ensure messages 
are received. Communication pockets will only be used by Little Genesis and Genesis Christian 
College. Junk mail including private advertising of home-based businesses or party-plan will not 
be permitted. Children’s birthday invitations are allowed. Statements and other important 
information will be emailed to your family’s nominated email address. 
 

We actively encourage parents and guardians to become involved with their child’s education. 
Parents and guardians are welcome to come into the Centre at specified times to observe their 
child’s play. As well as observing, parents often bring with them special skills such as diverse 
languages, cooking, carpentry, gardening, music, storytelling and so on, and these become a 
valuable part of the program. The Teachers and Educators may have particular areas of the 
curriculum in which they ask the parents to participate. 

We value your participation and involvement in any of the following ways: 
• Sharing languages and/or cultural experiences from parent’s unique cultural background. 
• Sharing skills and interests in the education program.  
• Spending time reading stories and playing with your child. 
• Participating in special activities, excursions and celebrations. 
• Assisting the Staff with educational programs. 
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It is the policy of Little Genesis Early Learning Centre to ensure that communication occurs 
between parents and staff to enable a partnership between the two parties to be established. This 
partnership ensures that the highest quality care for all children is maintained in the group care 
situation.   

Our service believes that all communication verbal and written with staff must be delivered in a 
respectful manner.  More information is available in our Parent Code of Conduct policy. 
 

 
At Little Genesis Early Learning Centre, it is our vision to build trust and openness in our 
communication processes, valuing families’ differences and collaboratively finding solutions with 
the intent to always provide appropriate care within our early childhood programs. 
 
If families are dissatisfied with any aspect of our service, it is important that the complaint process 
is followed.  
 

Complaint Process 

Step 1: Communicate with your child’s primary Lead Educator/Teacher regarding the 
issue (appointments need to be booked at Reception). 

Step 2:  If a satisfactory resolution is not achieved, make an appointment with the 
Service Leader by phoning 3882 9032. 

 
Centre Staff reserve the right NOT to hold a meeting with a parent or guardian who is emotionally 
distressed. At all times during the meeting respect for one another is to be shown, or the meeting 
will be terminated by staff. The Centre also reserves the right to have another staff member, who 
has some knowledge of the incident or who is involved in the subject of discussion, present at the 
meeting. 
 

 
Little Genesis have an extensive policy and procedures manual, which is available for parents to 
view on the Genesis Christian College website, as well as a folder displayed in the Centre.   
 
Extracts from the Enrolment Terms and Conditions (which is also signed by parents within the 
enrolment form prior to enrolment), and the Centre Privacy policy are outlined below.  
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(Extract from Enrolment Policy) 

I/We the parent/guardian agree to the following terms and conditions regarding attendance of 
my/our child/ren at the Little Genesis Early Learning Centre. 

I/We undertake to support the aims of the Centre and to support the policies, ethos, regulations 
and programmes of work of the College as they may be determined from time to time. 

Before my child commences enrolment I/We have visited the Centre and discussed with the 
Service Leader the enrolment of our child, met our child’s carers and have read the Parent 
Handbook. 

I/We understand that a Priority of Access system is applied at the Centre under conditions laid by 
the Federal Government.  

I/We understand and accept that fees must be paid at least one week in advance always of 
attendance and that normal fees are always payable  including for any periods of absence of 
my/our child for illness, holiday, public holiday or for any other reason whatsoever.  

I/We understand that if fees are not paid, my/our child’s continued enrolment at the Centre cannot 
be guaranteed. 

I/We agree to notify the Centre promptly of any absence on the enrolled day.  

I/We agree to give two (2) weeks’ notice of intention to change booked days or to withdraw my/our 
child from the Centre, and to pay two weeks’ fees during this notice period. Should your child not 
attend the centre during this two-week period, full fees will be payable due to CCS ineligibility 
according to Centrelink regulations.  Should fees in arrears be handed over to a Collection 
agency, I/WE understand that we/I will be liable for all associated fees and charges. 

I/We agree to keep the child home while he/she is suffering from any infectious or contagious 
illness, or when he/she is in such poor health as to be unfit for normal day care conditions as 
outlined in the Centre’s Health Policy. 

I/We agree that if, in the case of sudden illness or accident, the parents cannot be contacted, the 
Service Leader as agent for the parents will have the discretionary power to seek immediate 
medical attention. 

If, at any time, my child needs emergency medical, hospital or ambulance service and neither 
parent can be located, I/we give my/our consent for their use at my/our expense. 

I/We will ensure that the child is accompanied to and from the Centre by a responsible person 
over the age of 18 years, that the child will be signed in and out at the appropriate locations on 
each day of attendance, that any absences will be signed for as required and that the staff 
member in charge is notified of arrivals and departures. 

I/We have read and understood the Behaviour Guidance Policy of Little Genesis Early Learning 
Centre and agree that our child will be bound by the terms of the document and subject to the 
Centre’s policies. 

I/We understand that the Centre may suspend or terminate enrolment at its discretion for failure 
to comply with the conditions contained in the Behaviour Guidance Policy, or serious breaches of 
the policies of the Centre. 

I/We will provide true and accurate information pertaining to our child’s learning and development, 
behavioural management records and/or physical, psychological or educational needs. Failure to 
provide true and accurate information may result in withdrawal of enrolment. 
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Protecting your privacy and the confidentiality of your personal information is important to us. The 
purpose of this notice is to make you aware of a range of matters relating to our ongoing collection, 
use and disclosure of your personal information and to seek your consent for our use and 
disclosure of that information in the manner described below. 
 
1. The Centre collects personal information, including sensitive information about children and 

parents before and during the child’s enrolment at the Centre. The primary purpose of 
collecting this information is to enable the Centre to provide care and education for your 
child. 

2. Some of the information we collect is to satisfy the Centre’s legal obligations. 
3. Laws governing or relating to the operation of the Centre require that certain information is 

collected. 
4. Health Information about students is sensitive information within the terms of the Privacy Act 

1998. We ask you to provide medical reports about children as required. 
5. There are times when the Centre may disclose personal and sensitive information to others 

such as other schools, government departments, testing agencies, medical practitioners, 
and people providing services to the Centre for administrative and educational purposes. 

6. If we do not obtain your personal information, we may not be able to enrol or continue the 
enrolment of your child. 

7. Personal information collected from children is regularly disclosed to their parents. On 
occasions, information such as children’s activities and other news and photos are published 
in Centre newsletters. If you do not agree with this, you must advise us in writing 
immediately. 

8. Parents may seek access to personal information collected about them and their child by 
writing to the Service Leader. There will be circumstances when access is denied, such as 
where access would have an unreasonable impact on the privacy of others or result in a 
breach of the Centre’s duty of care to the children or where children have provided 
information in confidence. 

 
IMPORTANT: Unless and until you advise us in writing that you do not consent to our use and 
disclosure of your personal information in the manner described in this notice, we will act on the 
basis that we have your consent to each such use and disclosure. 
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