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We acknowledge the Yirrganydji and Gimuy Walubara Yidinji people as the traditional custodians of the land on which  

Cairns Community Kindergarten is located.   

We recognise the unique position of Aboriginal and Torres Strait Islander peoples in Australian culture and history and their  

continuing connection to land, sea and community.   

We also pay our respects to all Elders – past, present and emerging. 

Welcome to Cairns Community Kindergarten, a C&K affiliated     

Service established since 1972 with a reputation for excellence in 

early childhood learning. Our service is a community based,             

non-profit organization operated by an elected parent Committee 

which is responsible for the general   management and financing 

of the Kindergarten.  We look forward to working with you and 

your child and encourage you to be an active member of our       

Kindergarten  community.   

 

This Family Handbook is an introduction to the policies and        

procedures of  our Kindergarten and provides an insight into the 

kinds of experiences your child will have and what to  expect in 

the year ahead.  Please take the time to become familiar with all 

aspects of this handbook and keep it handy as a quick reference 

guide.     

Welcome! Our Vision  
Cairns Community Kindergarten aims to provide an inclusive,    

quality educational program that is developmentally appropriate 

and responsive to the needs, interests and abilities of each child 

within a welcoming, safe and enjoyable environment.  We aim to 

provide ‘Best Practice’ in the education and care of children,     

ensuring their universal rights and best interests.  Encouraging 

children to be curious and fostering a love of learning  is at the 

heart of our philosophy. 

Our Curriculum, the C&K Curriculum Approach ‘Listening and 

Learning Together’ aligns with the Early Years Learning          

Framework and the Queensland Kindergarten Learning Guideline   

and is shaped by a strong set of shared values, commitments and 

visions that honour children.  Our Philosophy reflects these values 

to provide a rich environment which promotes the development 

of each child.   



 3 

Independence and assertiveness are encouraged whilst being respectful and considerate to the needs of others. Qualities of respect, trust, honesty, integrity,   

compassion, courage and resilience are fostered. Children develop a sense of tolerance and understanding through open communication, cooperation,   

collaboration and negotiation. 

Children are valued and respected as individuals with their own unique patterns of growth and development. 
O 

u 

r 

 

P 

h 

i 

l 

o 

s 

o 

p 

h 

y 

A program which is based on play is fundamental in early childhood learning.  
Play is the medium by which children make sense of the world in which they live.   

Children are active learners; and in a stimulating environment, develop their thinking skills and expand their knowledge base. Children are encouraged to be motivated and 

self-assured, so they will have the confidence to move onto the next stage of their education, enhancing their experience.  

Literacy and numeracy are embedded in the curriculum, environment and resources. 

Family and community involvement at the Centre is welcomed and encouraged. 

We embrace and respect the social and cultural diversity of all our families. Respectful and thoughtful relationships with families and the community 

ensure all are treated with equity, dignity, justice and inclusion. 

Parents are the child’s first teachers. Collaboration with families and community enhances our program and sees us all -          

children, parents, teachers and community as co-participants, developing self-esteem and a sense of belonging in the Centre. 

Documentation in which the thinking of both children and adults is made visible, and which captures the children’s ‘languages’ of expression, is used to inform and 

reflect upon the program. 

The Centre promotes sustainable environmental practices. 

Nutritious food and physical activity are promoted, encouraged and practised and lay the foundations for a healthy lifestyle. 

We are committed to the protection of the children and their safety and wellbeing. 

Play in the natural environment and Nature Play pedagogy is an integral part of children’s learning. 

We are committed to building knowledge, understanding and respect for the rich and diverse histories, cultures and achievements of Australia’s First Nations peoples. 

 An Emergent curriculum in a flexible environment which responds to the children’s interests, imagination and creativity and collaborates with the 

child. It consists of spontaneous moments, planning with the child, intentional teaching, reflection, questioning, implementing and evaluating. 
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Starting Kindergarten  

If possible, take the opportunity to spend some 

time with us      before your child starts.  This will 

support both you and your child to feel more 

confident on your child’s first day.  In the lead up 

to your child’s first day, take time to talk with 

them about what their first day will be like;     

discuss what they will bring with them, the    

people who will be looking after them, the     

children they will play with and the experiences 

they will have.  Remind your child of what they 

saw when they  visited, the locker for their bag, 

the toilets and the play areas. 

 You and your child may be a bit nervous about the 

first day and this is completely normal.  Our ed-

ucators will support you and your child as you 

start this new journey together.  

 

Here are some tips to help make the first day as 

smooth as possible: 

 

• All children are different; some will bound off 

and join other children as soon as they arrive, 

and others will need a bit more time to feel 

comfortable so give yourselves plenty of time 

to settle in on the first few days. 

• Your child may become upset with a few 

tears.  Reassure them that you will be        re-

turning later that day and that their         edu-

cators will keep them safe, secure and com-

fortable until you return. 

• Make sure your child knows where their    be-

longings are – remind them of where the toi-

lets are, where to find their bag, their food 

and their water bottles. 

• Call at any time to see how your child is    go-

ing. 

Every day your child will need the   

following things:  

Please name everything. 

 A bag or backpack that can   carry 

everything 

 Nutritious food for the day 

 Water bottle 

 Clean towel with a loop each day 

 Cairns Community Kindy Hat or a 

wide brimmed/legionnaires hat – 

no strings as they are a safety 

hazard 

 Spare clothing (learning can get 

messy sometimes) 

 Sheet and sheet bag (see             
appendix 1 for pattern and          
dimensions) 

 A library bag (for weekly             
borrowing) 

Before your child starts 

The first day  What to bring to kindy Keeping children safe during COVID-19 

Our centre is committed to supporting the health 

and wellbeing of everyone sharing our early 

childhood environment and ensuring children 

have a positive early learning experience. 

In response to COVID-19, we have developed the 

COVID-19 Commitment statement that builds on 

our already robust approach to providing a safe 

and healthy environment.  If you have any   

questions regarding the statement, please ask 

the Director. 
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The Kindergarten Day 

You are most welcome to stay as long as you wish. It can 
be very reassuring as children are learning the routine 

and settling in.  Please remember to sign into the visitors 
register if you are staying. 

• Wash your hands and your child’s hands at the nearest hand basin, 
or use hand sanitiser provided 

 
• Sign your child in – making note of the time and any other relevant 

comments 
 
• Find your child’s locker and help them to unpack  
 
• Put lunchboxes in the fridge on the patio. Please make sure your 

child’s food is named – there are pens on the fridge for you to use. 
If your child’s food is in an insulated container, please remove food 
from the container before placing it in the fridge so the food          
remains at a safe temperature 

 

• If you haven’t applied sunscreen at home, please apply sunscreen 
and record this when you sign in 

 

• Highlight your child’s arrival by greeting the educators and sharing 
any news or important information  

 
• To help your child settle in you may like to read a book, push them 

on the swing or choose another activity you enjoy together 
 

• Sign your child out 

• Talk with educators about your child’s day and view recorded 
information (photos, learning journal etc.) about the day 

• Ensure Educators are aware of your presence and when you are 
ready to leave with your child 

• Help your child to gather all their belongings 

• Wash your and your child’s hands 

• Check your pocket for notices and other correspondence 

• Ensure gates are fully closed on departure.  DO NOT ALLOW any 
children to swing on gates as this causes damage and prevents 
gates from closing safely 

When you arrive ………………… 

…..… When collecting your child 

Please take the time to read the full centre drop 

off and pick up routines as described in the 

COVID-19 Commitment Statement 
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Helping maintain a safe and healthy environment for all 

 

 

• The Act and Regulations state that children must be brought to the      
Service and collected by a responsible adult of at least 18 years of age 

• Please advise educators if an adult other than the parent will be           
collecting your child.  Any person collecting your child should be listed in 
your Additional Contacts.  If not, a signed permission form must be    
completed or sent electronically to the Service.  If the   educators do not 
know the person collecting your child, they will be asked for photo       
identification.  

• If there are any court orders, parenting plans, directive orders, or other 
official documentation relating to your child you must  provide a copy to 
the service upon enrolment or as soon as the documents are issues.  
Court orders must be stamped with an official seal.                                 
Having copies of the documents will allow teachers/educators to respect 
and adhere to the requirements of the orders, including access to your 
child and receiving information about your child from the centre. 

• Educators require time to plan and prepare the learning space and       
program before and after session times.  Parent’s    cooperation is sought 
in keeping to the set session times. 

• Late fees are charged at the discretion of service staff where a child     
remains at the service beyond session finish  time.  Time will be            
calculated using clocks at the service and charges will be applied to      
accounts as per fee payment agreement.  Late fee charges include $20 
for the first 10 minutes or part thereof plus $1.50 for every minute 
thereafter. 

Collection and Access  
To support our commitment to the happiness, health and safe-

ty of all children, educators and visitors, we ask that you assist 

us with the following: 

• Follow all health and safety instructions that are displayed 

at the centre 

• Do not leave any children unattended in your vehicle or in 

the car park when dropping off or collecting your child 

• Use extreme caution when entering and exiting car park 

• Close all doors and gates as you enter/exit; only open the 

centre gate for your own child 

• Smoking is banned at all early education and care services 

and for 5 metres beyond boundaries 

• Advise the centre immediately if you or your emergency 

contact details change 

• Be Button Battery Aware!  Button batteries are extremely 

dangerous and life threatening to children.  Do not bring 

any item containing button batteries (e.g. children’s 

watches, shoes with flashing lights, electronic toys,  

Christmas decorations) into the centre.  They  are strictly 

prohibited at Kindy. 
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A place where your child is happy, healthy and safe 

Educator information 

    The Nominated Supervisor  is  responsible for 

the overall  operations at the  centre,         

including the education program, staff         

management and  compliance with           

regulations and our policies and procedures.  

The  Educational Leader provides curriculum             

direction and guidance to all  educators at 

the   centre.  Our highly qualified,                

experienced  teachers,  educators and       

employees work   together to provide your 

child  with a high   quality, play-based early   

education program.  

Designated Supervisors (or sometimes called 

‘Responsible Persons’) are teachers/

educators with appropriate experience and 

qualifications.  These teachers/educators can 

be placed ‘in charge’ when the Nominated 

Supervisor is not at the centre. 

CO-DIRECTOR:   BIANCA OSBALDISTON 
(Kookaburra Group)  Bachelor of Education—University of Tasmania 
 
CO-EDUCATOR:  ANNETTE ANDERLINI 
(Kookaburra Group)  Certificate in Child Care – TAFE  
 
CO-DIRECTOR:   CHRIS HANRAHAN 
(Sunbird Group)  Diploma of Teaching – Early Childhood - IECD Melb. 
NOMINATED                Bachelor of Education - TESOL  - La Trobe Uni  
SUPERVISOR/              Master of Indigenous Studies - James Cook Uni 
EDUCATIONAL  
LEADER   
                                         
CO-EDUCATOR:  LIANNE MURCHIE 
(Sunbird Group)  Diploma of Kindergarten Teaching  - Auckland, NZ 
     
SESSION TIMES    
Kookaburra Group  Monday & Tuesday  
8:00 a.m. – 3.45 p.m. 
  (2 Staff)    Max.  22 children (3½ to 4 ½ years old on entry) 
 
Sunbird Group  Thursday & Friday 
8.00 a.m. – 3.45pm 
  (2 Staff)    Max.  22 children (3½ to 4 ½ years old on entry) 

Our groups and our team: 
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Exceeding Quality Education 

 Our service is regulated under the Education and Care Services Act 

2013 (QLD) and the National Quality Framework (NQF). The         

Australian Children’s Education and Care Quality Authority 

(ACECQA) oversees the NQF to determine a rating and                    

assessment.  In 2018, Cairns Community Kindergarten was awarded 

the rating of ‘Exceeding National Quality Standard’, a rating that 

has been    maintained since the inception of the ratings system.   

 We are committed to continuous review and improvement to ensure the highest standards of education and 

care are always applied at our centre. Our teachers/educators engage in an ongoing process of                          

reflection, planning and review to ensure they can build on their own strengths and work on new areas of       

focus.  

 Educator Professional Development:  This Kindergarten believes that ongoing professional development is     

essential for high quality practice. We actively support all educators to take the  opportunity to learn new skills 

and understandings through attendance at courses, seminars, workshops and conferences.   Our committed  

educators undertake most professional development in their own time to ensure the least disruption to         

children and the maximum benefit for the Kindergarten program.      
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Policies ensuring your child’s wellbeing 
 Our educators follow well-researched, thorough policies,              

procedures and guidelines to ensure that your child’s experiences 

at the centre are ones that promote and enhance their safety  

wellbeing and inclusion. Our policies and associated documents 

address a broad range of issues.  We encourage you to view key 

policies available at our centre.  

Natural environments 
 We believe one of our most significant                

responsibilities is to help all children appreciate 

and protect nature, to see the beauty in the world, 

and to learn to be problem solvers and creative 

thinkers. We aim to develop your child’s respect 

and love for the natural world so they grow up 

with the    desire, knowledge and skills to promote 

action for  sustainability. 
Positive behaviour guidance 

 Just like most skills, behaviour is learned and developed in social 

situations.  Our specially designed early childhood programs and 

resources enable our educators to guide and promote your child’s 

social and emotional wellbeing  Our educators will build a          

relationship with your child and family to create a safe, supportive 

environment for learning.  Our educators will engage your child in 

experiences which  model positive language and social behaviour.   

We will offer them the opportunity to develop a positive self-

image and understanding of others.  

Photography and social media  
 When you completed your Enrolment Agreement you will have given or 

withheld your permission for your child to be photographed at                   

Kindergarten.  With your consent, your child’s images, audio and video 

recordings may be used to share the children’s experiences, learning 

and educational program.  You may also have given or withheld your 

permission for your child’s images or recordings to be used for Kindy 

Marketing.  If you have any concerns or want to change your                

permissions, please let us know. 

 To promote the safety, and respect the beliefs of all children and      

families, when you are at the Kindy,  please only take photos of your 

own child.   

Rest, relaxation and sleep 

 Physical and mental rest and relaxation are 

vital for children’s healthy growth and       

wellbeing.  We understand that the way each 

child ‘rests’ and ‘relaxes’ can be different.  

The use of stretchers with children’s own   

individual sheets helps set the scene for rest 

and relaxation as a positive experience. 

Please see appendix 1 for pattern and          

dimensions for sheets suitable for stretchers. 

Holidays 
 Queensland Education Department holidays 

(as per state primary schools) are observed.  

When holidays are taken during the school 

term, the child’s  enrolment will be held.      

Educators must be informed of the period of 

absence and fees must be prepaid. 
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Excursions and visitors 
 Each year we invite different visitors to the service 

to share experiences and activities and extend 

children’s learning.  Artistic, musical, cultural or 

live animal presentations are some of the events 

your child may participate in.  We will always let 

you know about visitors to the centre or            

excursions in  advance and you are most welcome 

to join in the fun with us.  We encourage you to 

share your ideas and possibilities for new           

adventures. 

Students and volunteers 
We are often asked if a student or a volunteer, can work with us in 

our Kindergarten.  We always consider the needs of the children, 

service and community when reviewing such requests.  Where 

students and volunteers are accepted to work in our service, we     

ensure they hold the required licences and engage them in an    

orientation and induction process to ensure they understand their 

responsibilities and obligations.   

 All students and volunteers are supervised and work under the 

guidance of qualified educators at all times.  We will advise you in 

advance if a student or volunteer will be working at our centre. 

Bringing healthy meals 
 Healthy eating is encouraged at our centre.  Your child needs healthy        

nutritious food to give them the right energy to fuel their body and mind for 

learning.  We encourage you to choose healthy options based on the basic 

food groups when preparing your child’s food.   Suggestions for Morning Tea 

or Lunch include fresh or dried fruit, raw vegetables, cheese and crackers, 

yoghurt, custard, sandwiches, wraps or bread rolls with nourishing filling, 

spaghetti, baked beans, chicken, salad, pita bread, pasta, rice, noodles or  

home-made pizza.  Water is readily available from the filtered water cooler.  

A dietary guidelines leaflet is available for your information.  

 At times children attending the Kindergarten may have specific allergies (e.g. 
nuts, eggs). Parents/Carers will be asked to avoid sending any foods that 
may contain allergens to minimise the risk of allergic reactions.  Parents/
Carers will be informed in writing if this is necessary.  

      Please discuss your child’s food requirements/allergies with us when you 
enrol, including any cultural or religious dietary needs..   

Cleaning and Hygiene practices 
Our centre follows thorough, best practice procedures to   

ensure a clean, hygienic centre is maintained for you and 

your child.  Please support this by always washing yours and 

your child’s hands when you arrive at and leave the centre,         

following the pictorial procedures displayed near hand    

washing sinks.  Handwashing is said to be the most important 

way of controlling infection and preventing the transmission 

of disease (Staying Healthy in In Childcare, 5th edition) .  

Cleaners are employed daily outside operational hours 
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Immunisation 
Our centre follows strict procedures relation to infection control and exclude children and educators with an infectious illness.  We ask you to 

indicate your child’s immunisation status by providing a copy of their Immunisation History Statement.  

Due to COVID-19, the Department of Health recommends that anyone entering an early childhood centre be vaccinated against influenza.  For 

further information on Vaccine Schedules refer to www.immunise.health.qld.gov.au 

Clothing 
Please dress your children in Sun 
Safe clothing.  Clothing should also 
be practical, enabling children    
freedom of movement (e.g. for 
climbing, running, etc.) and         
freedom to  get ‘messy’ (e.g. when 
playing in sand, mud and water).   
Please consider clothes that are  
easily removed (especially for going 
to the toilet).  Ensure there is a 
spare change of clothes in your 
child’s bag every day. 

Shoes Versus Bare feet 
This service recognises the benefits of 
barefooted play for children’s safety, 
growth and the development of sensory 
awareness.  Nerve endings in the feet 
can sense the variety of textures.  Bare 
feet can grip climbing equipment and 
promote more effective balance and 
control, e.g. when climbing or during 
music and movement sessions.  Children 
can be encouraged to remove and       
replace shoes themselves – another skill 
developing independence. 

A Sun safe environment 
 Sun safety is important and we ask that your child comes to 

Kindy each day with a legionnaire style or broad brimmed 

hat each day.  Please, no baseball caps or hats with strings. 

Please apply sunscreen to your child before arriving and   

record the time of application on the sign in sheet.            

Sunscreen (SPF 50+ broad spectrum) and Insect Repellent 

are also available on the patio for your use.  

 Queensland Cancer Council recommends that sunscreen is 

applied 20 minutes before children go outdoors.  We         

encourage the wearing of sun safe clothing and sunglasses. 
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Child protection 
 Safe, protective and healthy environments are fundamental to every child, giving them the opportunity to learn and grow to their full potential.  Our centre 

educators advocate for and protect children’s safety and wellbeing in a variety of ways, including reporting suspected cases of child abuse.  All teachers/

educators are required by law to report child protection concerns to the relevant authority.                                                                                                                        

If you would like to know more about our commitment to child protection, please ask the centre Director. 

Injuries and incidents 

In the event of any child related incident: 

• We will contact you for all significant incidents and you 

may be asked to collect your child. 

• An incident record will be completed in   preparation 

for you to review and sign at the end of your child’s 

day.  A copy can be provided if requested. 

• If your child requires medical treatment beyond       

immediate First Aid and we are unable to  contact you, 

we will contact your emergency contact(s) or call an 

ambulance.   

Medication 

 Your child may need medication during the times they are at the service, even 

though they are well enough to attend.  If this circumstance arises, please let 

your child’s educators know when you arrive, and they will show you where the 

medication is to be stored, the procedure they will follow to administer it to 

your child, and the form you need to complete and sign.  It is important that the 

medication is prescribed by a doctor, in date, labelled by a pharmacist with your 

child’s name, as well as the instructions and dosage for administration.   

 Paracetamol:  Prior written consent by the parent is required for one initial        

 dose of Paracetamol to be administered to a child suffering from a fever 

 greater than or equal to 38 degrees Celsius.  Parents/carers/emergency     

 contacts will be contacted prior to administration and will be requested to   

 take t heir child home. Please see our medication procedure 

Workplace health and safety 
 The safety of your child is of paramount concern to us.   All educators are required to hold a current senior first aid certificate, to undertake annual 

CPR  and management of asthma and anaphylaxis training and annual training in child protection and fire safety.  Educators carry out a routine daily 

inspection of the indoor and outdoor kindergarten environments to ensure an optimal level of safety is maintained (see the checklist in the daily sign 

in book).   An annual  WHS Audit is also conducted.   

 Confidentiality & Privacy 
Our Service endeavours to maintain confidentiality and to protect the privacy of all children 

and their families.   C& K’s Privacy Policy can be found at www.candk.asn.au. 

http://www.candk.asn.au
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Illness and infectious diseases 
 When children play and spend time with  

one another regularly, illnesses and        

infectious diseases can occur and spread.  

If your child is unwell,  educators will    

contact you to come and collect them as 

soon as possible.   Please ensure          

emergency contact phone numbers are 

current.  To minimise the spread of  

       illness, please do not bring your child to 

the centre when unwell, or administer 

any fever-reducing medication to your 

child prior to arrival at the centre.  If your 

child will be absent, please notify us.     

Children should remain at home for 24 

hrs after the last incidence of fever,    

vomiting, diarrhoea and conjunctivitis.  

This ensures that health risks to other 

children and educators are minimised.  

The table on this page details some     

common childhood illnesses and the        

exclusion periods recommended by the 

National Health and Medical Research 

Council.  You can find the full publication 

this table is taken from in                        

Staying Healthy in Childcare 5th edition at 

www.nhmrc.gov.au.   

  

  

  

 

 

 

 

  

  

 

 

 

 

 

 

  

  

 

 

 

 

 

http://www.nhmrc.gov.au
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Emergency Information 
This Centre is located in a low-lying area (identified by the Cairns Regional Council as being within an Orange Evacuation Zone) and is at risk of flooding from a 

cyclone, storm tide or tsunami. The cyclone season occurs each year from November to April. A tsunami is far less likely but could occur at any time with little 

warning.  

During the cyclone season, a “Cyclone Roster” will be located on the sign-in cabinet for volunteers to write their names and contact numbers to help prepare 

or to clean up afterwards.  Parents are urged to consider volunteering.  Volunteers should listen to local radio stations for details of the clean up as              

communication following the cyclone may be difficult. 

In the event of any natural disaster/ emergency (e.g. cyclone / tsunami alert/fire/flood), please listen to the local radio stations (ABC, Hot FM, MMM 99.5, Star 

102.7 Cairns, Cairns FM 89.1) for information and advice from Emergency Management Queensland. The radio stations will be contacted to broadcast if the 

Kindergarten is closed due to the weather conditions, tsunami alert or a power failure. In general terms, if the local schools are closing, the kindergarten will 

also close.   

Emergency Evacuation Procedures 

Emergency evacuation drills (fire and lockdown) are practised twice each term by staff and children at the Kindergarten. The fire evacuation procedure is       

displayed inside along with an emergency evacuation map. Parents are encouraged to familiarise themselves with this information.   If parents are in the         

kindergarten at the time of the emergency evacuation drill, it is essential they cooperate with educators and follow the necessary directions to ensure a quick 

and safe evacuation. 

Fire extinguishers and a fire blanket are located in easily accessible places and are maintained twice a year. Refer to our Emergency Evacuation Plan for details 

of exact locations. All educators receive basic fire safety training annually. 
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Our Kindergarten Program 

Our centre recognises the important role played by parents in the education of their 

children and values parent participation and involvement on a variety of levels, e.g. 

sharing your ideas, skills and interests (e.g. cooking, storytelling, music, art, hobbies or 

talking about your work/occupation) in the educational program, attending parent 

meetings and social functions and becoming involved at committee management     

level.  Our ‘Open Door’ policy means you can visit us and join in whenever you like.  

We welcome and encourage you to be part of our programs. 

Spending time at Kindy is a wonderful way to gain insight into what happens in a day, 

what your child does and who they interact with. Toddlers and babies are welcome to 

come, but it is important to supervise them closely as the equipment and activities are 

not designed for children under 3yrs of age. If you are staying at our Service for more 

than 15 minutes, please sign in in the “Visitor and Volunteers Register” on the sign in 

desk. If you have babies, toddlers or other children staying with you, they need to be 

signed in too.  Record your arrival time and your departure time when you are leaving. 

Parents/legal guardians are not required to hold Blue Card but all other visitors/

volunteers to the centre staying longer than 15 minutes (including children’s relatives) 

must hold a current Blue Card.  Blue Card application forms can be obtained from the 

office.  

Parent involvement 

 

 

 

 

Communicating children’s learning 
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Play based learning/The Importance of Play 

“A child’s world 

should be the world 

of the possible.” 

Stefania Giamminuti 

The Listening and Learning Together: ‘C&K Curriculum          

Approach is implemented in our centre.  The learning out-

comes in our curriculum approach align with both  The Early 

Years Learning Framework for Australia (EYLF) and the 

Queensland Kindergarten Learning Guidelines (QKLG).   At CCK 

we see children as thinkers and theorisers, rich in ideas and 

knowledge, as powerful learners and active citizens. 

What does play based learning look like?  

 

 

 

“If we remove play 

from children’s lives 

we remove a possi-

bility for learning.” 

Carla Rinaldi 

Our educational program honours every child’s right to play, build on their 
existing learning from home, and provide foundations to be a successful life
-long learner.  Your child will experience many opportunities to explore,  
inquire, solve problems, develop friendships, imagine, use their creativity 
and extend their capabilities in all curriculum areas  including language,  
literacy, numeracy, science and the arts.  Our educators are open to your 
child’s  ideas and will foster their social and emotional growth and provoke 
their curiosity. 

Our Curriculum, ‘Listening and Learning Together’     
recognises the value and richness of play as a catalyst 
for children’s learning and their ongoing engagement in 
meaningful experiences.  When children play they     
approach experiences with interest, ownership,         
empowerment and possibility. 
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Build personal and emotional resilience, independence and confidence 

Learn early literacy and numeracy skills 

Be an active participant in their own and others’ learning 

Explore, interact and appreciate the world around them 

Explore media and a variety of technologies 

Build an understanding and respect for their own and other’s social and cultural heritage 

Explore relationships and develop friendships 

Learn to appreciate and understand children with a disability 

Be valued and respected 

Be supported to transition successfully to school 

Learn to appreciate the ideas and thoughts of others 

Develop social skills 

Learn to share their knowledge and ideas with others through engagement and enjoyment in the learning process 

Learn about nutrition and wellbeing 

Build increased control of their physical skills and learning about personal health and hygiene 

Represent their understanding and thinking in many ways 

Actively negotiate and create their own play environments and projects 

Through play your child will: 
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Library books 

These will be changed by educators with your child once a 
week.  We encourage the children to keep their library 
books protected in their library bag when they have finished 
reading them at home.  Please make sure the library bag is 
big enough to hold a large library book (approx. 30 cm X 30 
cm).  We also suggest books be kept out of reach of younger 
siblings at home. 
 
If you wish to borrow library books more frequently, we will 
show you the procedure.  We also encourage you to take 
the opportunity to borrow from our parent library anytime. 

Socials are planned at least once a term.  It is a good 
time for parents to ‘get together’ in a relaxed, informal 
setting.  Socials are very popular and have long been   
regarded as memorable family events. 

Socials 

Communication with Educators 

We encourage maintaining open communication between       

parents and educators at all times.   This can be done in several 

ways: 

• A  quick chat on arrival/departure (3– 5 min max) 

• By making an appointment (for longer, in depth discussion) 

• An email to : directors@cck.org.au   anytime 

• A phone call after Kindy  

 

Our priority is to be 100% present with children to  ensure their 

wellbeing and  to maximise learning.  Your consideration is  

greatly appreciated.   
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 Embracing diversity  

Our teachers/educators work closely with families, specialists and agencies to support access and participation for 
all children.  It is important for us to know what is unique to your child to feel welcome, safe and able to participate.  
Prior to enrolment, sharing information at orientation and centre visits becomes a valuable process for teachers/
educators to prepare their environments and access training and support if needed.  Fully understanding the needs 
for your child becomes a positive experience as they transition into a new  centre. 
Our centre takes pride in providing a commitment to the best possible support for your child through reflection and 
the critique of their thinking and practice to provide learning opportunities for all children further. 

Medical conditions/disability 
If your child has a diverse learning need or a medical condition, such as anaphylaxis,        
asthma, diabetes or epilepsy, we ask that you detail their condition in your Enrolment   
Booklet.  We also ask that you attach a comprehensive current medical management plan 
that is signed and dated by your child’s  medical practitioner.  Medical management plan 
templates are available at our centre.  Please ensure you share all relevant information with 
your child’s teacher prior to  them commencing Kindergarten as staff may need to               
undertake specialised training to support your child’s needs. 
If your child has an NDIS plan you would like to share with the service, please do. 
If you would like some of your child’s therapy delivered within the service, please talk to the 
Director about how this can happen in an inclusive way.   
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Management and Fees 

Fees Schedule 

Membership Fees:  This fee ($2) is included in your  

enrolment fee and is non-refundable. You will sign an 

Enrolment Fee Form agreeing to become a member of 

the Cairns Community Kindergarten Incorporated,     

according to the Constitution, so becoming part-

owners of the Centre for the year. 

Enrolment Fee:  ($40.00 or $10.00 Concession)  This is 

paid on acceptance of your child’s place at the Centre. 

The Enrolment Fee, includes your membership fee and 

is non– refundable.   

Session Fees:  $50 per day. 

If you identify as ATSI or hold a valid Health Care/

Pension/Department of Veteran Affairs/Refugee status 

Concession card, your fees will be reduced to ZERO.  

A reduction of fees will also be applied to the SEIFA   

area in which you live.    A calculator will be available 

on enrolment to confirm your fees (e.g. SEIFA 1 & 2 

areas—fee FREE, SEIFA 3 & 4—$34 per day) 

Fees are payable in advance for each term.   Invoices 

will be issued before each term commences. 

LATE FEE CHARGE – ($20.00 for the first 10 min., then $1.50/minute) 

Late fees are charged at the discretion of service staff where a child remains at the service 

after the closing time. Time will be calculated using clocks at the service. Charges applied to 

accounts as per fee payment agreement. Late fee charges include $20.00 for the first 10 

minutes or part thereof plus $1.50 for every minute thereafter. 

OVERDUE FEE CHARGE – ($30.00) 

Overdue fees attract a late payment fee of $30.00 per week, which will be added to your 

term invoice unless a payment plan has been agreed to in writing BEFORE the due date. 

PAYMENT OF FEES & PAYMENT PLANS: 

If you would prefer to pay your fees by regular instalments, please discuss alternative       

payment methods with our Office Manager, Karine Versang.  In 2023, there will be a number 

of alternatives, including direct debit . 

QKFS (Queensland Kindergarten Funding Subsidy): 

This subsidy has been applied to enable an ‘all inclusive’ daily fee to be determined.   

However, this  subsidy can only be claimed at one centre.  If you claim this subsidy at another 

centre, your fees will be charged at a higher rate as Cairns Community Kindy will not receive 

the subsidy on your behalf.   

Please make sure you speak to the Director or the Office Manager if you have any questions or 

concerns regarding fees. 

KINDY MAINTENANCE:  We encourage families to volunteer for simple maintenance tasks at 

Kindy.  By helping out, you help keep our costs lower which also means lower fees for your 

family and more funds for learning resources.  Please help out when you can. 
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Payment of Fees 
The signing of the Enrolment Agreement indicates your acceptance of the Fees policy of this Kindergarten.  

Fees are determined by the Management Committee each year and are payable at the beginning of each term. 

No fee discounts are given for public holidays, sick leave or holidays taken during term time. 

 

Fee collection process: 

• Fee notices will be distributed 2 weeks prior to the end of each term. 
• Fees should be paid in full by the printed due date.  Please request a receipt if required. 
• If you wish to pay by instalments, please complete the “Payment Plan” form PRIOR to the due date and hand into the office or email 

office@cck.org.au  
• If payment has not been received by the due date, you will receive an email reminder. 
• A late payment fee of $30 per week for each week overdue will be applied unless prior arrangements have been discussed and agreed up-

on with the Office Manager. 
• If payment remains outstanding 7 days after the original due date, you will receive an updated invoice including a late payment fee. 
• If no payment has been received within 14 days of the original due date, you will be contacted via telephone and a formal letter will be sent 

outlining the late payment and the consequences if payment is not made by the specified time. The matter is also alerted to the Manage-
ment Committee.  

• If no payment has been received within 21 days of the original due date, a formal letter will be sent informing that the child’s enrolment 
may be cancelled.  The Management Committee makes this decision. 

• If you are experiencing difficulties you may appeal to the management committee for consideration of fee support. 

Terminating Enrolment by choice – A minimum of two weeks’ notice is required to claim a refund of the balance of session fees already paid.  No 

refund of session fees is given if a child is  withdrawn after the 1st November of the current year. 

mailto:office@cck.org.au
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Cairns Community Kindergarten is “owned” and run by the parent members of Cairns Community Kindergarten Incorporated for the children of 
our community.  It is not owned by a government, by C&K, or by private business.  
The Committee of volunteer parents sets the direction and oversees the function of the Kindergarten, as carried out by our Co-Directors,          
Co-Educators and Office Manager. Without a Parent Committee the Kindergarten cannot operate.  Cairns Community Kindergarten is renowned 
for the friendships that develop between our Kindergarten families as we contribute together to maintaining and improving the Kindergarten 
for our children.  Our involvement demonstrates community spirit to our children and is a great opportunity to make great friends and develop 
new skills, with support and advice available from your team, educators and C&K personnel, and the many friends of the Kindergarten in the 
community.   
All parents are invited to nominate for a position on the Committee. Elections take place at the Annual General Meeting early in the 
year.   Committee meetings are held every month, with educators and the Committee discussing general business, social functions,           
maintenance, working bees, fundraising etc.  
All maintenance levies are waived* for parents taking a voluntary position on the Committee.  See Appendix 2 for detailed job positions.  
A blue card is required for the President, Vice President, Secretary and Treasurer before their appointment. As volunteers there is no charge for 
the application for the blue card.  Application forms are available from the office.  
*Initial maintenance levy payment must be made at enrolment but will be refunded at the end of the year after committee duties are            
completed. 

Unlike some Child Care Centres which are for profit businesses, our Centre is not for profit and is only partly funded by the State               

Government under the Queensland Kindergarten Funding Scheme. 

While it is the responsibility of the Committee to "provide standards which will ensure the optimum growth and development of the        

children", running a Kindergarten has been likened to running a small business, and as such, it is necessary to raise funds in order to make 

up the shortfall.  

This is where parents play such a vital role in the effective running of the Centre.  

The Committee is always open to fresh and inventive (preferably profitable) fundraising ideas.  Please come forward with your suggestions.  

Management committee & Sub-committee positions 

Fundraising 
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Feedback 
We always welcome feedback from parents and you are encouraged to        

arrange a meeting with our educators at any time to talk about your child’s 

progress and share any concerns you may have. 

If you have any queries relating to the waiting list, payment of fees or any 

matter relating to Committee Management or administration, please arrange 

a meeting with the Office Manager or the appropriate Committee Member. 

A Feedback folder can be found on the sign in desk.  It contains forms which 

parents can fill out and pass on to the Office Manager.  Alternatively you can 

email your feedback to feedback@candk.asn.au or complete the feedback 

form on the C&K website. 

Please see our feedback & complaints procedure on the C&K website for 

more information. 

mailto:feedback@candk.asn.au
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Appendix 1 - Diagram of sheet size  

The sheet and sheet bag should be made from the same material, 

preferably a bright, easy to recognise design.  Your child will soon 

associate this pattern, design or bright colour with his or her          

belongings.  

IT IS ALSO IMPORTANT THAT THE SHEET BE THE CORRECT SIZE!!! 

Completed sheet size - (140cm x 78cm) or (2' 6 ¾” x 4' 7”)  

It is recommended to wash the fabric before sewing (to 

allow for shrinkage).  

So that the sheet can be easily fitted to the stretcher, 

please sew the Velcro strips on the ends, as illustrated.  

Make sure that the “fuzzy” Velcro strips are at least 12cm 

long.  

The sheet bag can be made easily by sewing the material 

into rectangular bag shapes, with a hem for the draw-

string.   
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Appendix 2 - Management Committee 

President 

• Team Leader for the Committee. 
• Sets the Committee meeting agenda and chairs Committee Meetings and AGM. 
• Liaises with educators, coordinates relief educators and recruitment with guidance from Co-Directors and C&K. 
• Public relations and marketing with the Committee and guidance from  Co- Directors and C&K. 
• Signatory for the Association, Blue Card required (free application). 

Vice President 

• Assists the President in the above duties. 
• Chairs meetings in the President’s absence. 
• Assists sub-committee roles as needed eg. media and       

marketing   
• May coordinate particular projects that arise e.g.  an           

anniversary celebration or a renovation project. 
• Signatory for the Association, Blue Card required (free      

application). 

Secretary 

• Records minutes for all meetings.  
• Circulates meeting invitations, agenda and minutes to Parents. 
• Ensures compliance with meeting and Association rules (guide in      

Secretary’s folder). 
• Oversees all correspondence to and from the Association with the 

Office Manager. 
• Responsible for Association membership records with the Office    

Manager. 
• Oversees maintenance of Educator/Personnel records with the Office 

Manager. 
• Signatory for the Association, Blue Card required (free application). 

Treasurer 

• Presents monthly financial statements and reports at monthly committee meetings 
• Works closely with the Office Manager to oversee the financial component of the work, such as: bank accounts & investments, payments & 
 receipts, payroll, insurances, outstanding fees 
• Oversees arrangement of the annual financial audit with help of Office Manager 
• Prepares and reviews annual budget 
• Bookkeeping knowledge is helpful to this position, but a willingness to learn is essential 
• This role is assisted greatly by the Office Manager & and an external Bookkeeper 
• Signatory for the association and a Blue Card required (free application) 
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Appendix 2 - Sub-Committee 
Grants Officer 

• Works with the Co-Directors and Committee to identify projects suitable 
for grant funding. 

• Looks out for grant opportunities for the Kindergarten (list of websites in 
the Grants Folder). 

• Writes and submits grant applications. 
• Oversees compliance with grant conditions in carrying out the project. 
• Responsible for reports to the granting body on completion of the      

project. 

Fundraising Coordinator 

• Plans and coordinates several fundraising initiatives during the year 
to supplement the Kindergarten’s income. 

• Coordinates approaches to businesses for donations, liaises in         
particular with the Maintenance Officer and Social Coordinator. 

Maintenance Officer 

• Coordinates maintenance duties and projects at the Kindergarten. 
• Liaises with the Co-Directors and the Committee on maintenance of 

the Kindergarten buildings and grounds. 
• Coordinates Working Bees as needed. 
• Works with the Grants Officer and President/Vice-President in      

planning larger renovation or construction projects. 

Policy Officer 

• Reviews policies that are received from C&K in conjunction with the 
Co-Directors and put changes into action. 

• Reviews/amends/develops CCK local policies on a yearly basis. 
• Reviews parent handbook on a yearly basis in preparation for begin-

ning families. 
• Works with the Quality Assurance Member and the Workplace 

Health and Safety Member to ensure policies associated in these 
areas are developed/updated/maintained. 

Quality Assurance / Workplace Health & Safety Officer 

• Assist with the Annual Health and Safety Audit in conjunction with the 
Co-Directors. 

• Assist with risk management assessments and audits annually and 
attend to incident risk assessments if necessary. 

• Review the First Aid Kit each term. 
• Responsible for monitoring the Kindergarten’s Quality Improvement 

Planning process in conjunction with the Co-Directors. 
• Works with the Policy Member and Workplace Health and Safety Mem-

ber in providing high quality standards within the Kindergarten. 

Media & Marketing Officer 

• Responsible for writing and constructing the CCK Newsletter on a 
monthly basis. 

• The purpose of the Newsletter is to inform parents and families of 
social dates and activities for the Kindergarten throughout the year, 
communicate important information from the monthly Committee 
Meetings and generate communication between the Kookaburra and 
Sunbird Groups. 

• Responsible for organising marketing and media materials in           
collaboration with Committee members and C&K marketing            
personnel. 

Information Technology Officer 

• Responsible for updating CCK Website and C&K Website and documents 
contained.  To adjust information as required. 

• Liaises with the Office Manager for specific Information Technology           
requirements. 

• Resource person for advice on developing Kindergarten Information        
Technology capabilities.  

• Monitor technology equipment replacement schedule and coordinate      
purchases with Treasurer when replacements are required.  

• Be available to assist educators  and committee members with email access 

and file/document sharing. 

Social Functions Coordinator 

• Plans and coordinates family social events – generally one per term. 
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