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Welcome to Palmerston Child and Family Early 
Learning Centre and our Parent Handbook 

 

The information in this booklet is designed to provide you 
with all the essential information needed to get you 

started at Palmerston Child and Family Early Learning 
Centre. 

We hope your family enjoys your time with us, and we 
wish you a very warm welcome 
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Introduction 
 

Thank you for considering Palmerston Child and Family Early Learning Centre 
(Palmerston CFC ELC) for your family’s child and education needs. We 
understand just how difficult it can be choosing the right place for your child, 
and hope this Handbook is helpful in assisting your family to make this 
important decision. Should you choose to enrol your child, this Handbook will 
also act as a quick reference for matters relating to our Centre’s 
management and operating procedures. 

Palmerston CFC ELC is operated by Child Australia, as a leading non for profit 
organisation we have over 25 years’ experience providing programs and 
services that support the rights of all children to access high quality early 
childhood education and care. 

Palmerston CFC ELC is a unique centre also, as we are a part of an 
integrated service, this means that beyond our centre, parents also have 
access to Community Nurses (via appointment), playgroups, Families as First 
teachers (FaFT), and the Asthma Foundation (via appointment). 

 

Social Media 
You can follow and ‘like’ us on the following Facebook pages:  

Child Australia – Palmerston Child & family ELC, Child Australia NT, and Child 
Australia for our upcoming events, sneak peeks into what has been 
happening in the centre and helpful articles. 
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Our Philosophy 
Our philosophy is at the core of everything we do, and endeavour to do here 
at Palmerston CFC ELC. This is reviewed each year as a team and shared with 
family for their input. 

Environments,	Nurturing,	Quality	care,	Relationships	

	
Palmerston	Child	and	Family	Early	Learning	Centre	prides	itself	on	our	nurturing	learning	
environments	for	children,	where	we	extend	and	expand	upon	their	interests	and	provide	
them	with	a	range	of	materials	to	explore	and	help	understand	their	world	with.	
Our	outdoors	environment	is	nature	based	and	provides	a	safe	space	for	children	to	become	
confident	in	their	abilities	and	explore	their	imaginations	either	individually	or	with	their	
peers.	

Our	educators	are	nurturing	and	develop	programs	which	help	to	support	every	child	and	
their	needs,	age	appropriately	and	with	the	greatest	of	care,	as	we	respect	the	families’	
wishes	while	ensuring	that	all	aspects	of	their	needs	are	catered	for.	

Quality	care	is	more	than	meeting	standards,	but	is	where	we	believe,	we	provide	the	
children	and	families	with	a	sense	of	belonging	as	we	always	strive	for	creating	an	‘at	home’	
feel	where	every	child	is	acknowledged	and	their	backgrounds	and	cultures	are	treasured.	

Palmerston	Child	and	Family	Early	Learning	Centre	is	part	of	an	integrated	service	where	we	
recognise	the	importance	of	working	with	and	supporting	our	local	community	by	providing	
quality	care	for	our	children	who	may	not	otherwise	receive	it.	

Strong	relationships	are	built	with	every	individual	who	walks	through	our	doors	and	we	
value	family	input	in	everything	we	do.	
We	recognise	parents	as	first	teachers	and	ensure	that	we	respect	our	parents	in	every	
decision	we	make	to	provide	the	best	outcomes	for	children.	

The	team	at	Palmerston	Child	and	Family	Early	Learning	Centre	are	dedicated	professionals	
that	value	the	importance	of	maintaining	an	optimum	level	of	care	and	education	for	all	
children.	Our	team	attend	Professional	Development	where	appropriate	and	we	view	
ourselves	as	life	-	long	learners,	who	adapt	different	approaches	of	Early	Childhood	
Education	as	we	see	fit	for	our	centre.	

Our	team	view	themselves	as	resourceful,	focussed	and	engaging	teachers,	who	consistently	
develop	and	refine	their	professional	practice.	As	a	centre,	we	have	a	great	understanding	of	
the	Early	Learning	Years	Framework	(EYLF)	and	all	that	it	entails.	We	use	the	EYLF	principles	
and	practices	to	help	us	extend	on	children’s	interests	and	learning	outcomes.	

Our	routines	are	flexible	and	empower	children	to	make	decisions,	allowing	them	to	feel	in	
charge	of	their	learning	which	is	reflected	in	the	style	of	Programming	and	Planning	that	we	
follow.	
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Contact Details 
Email: palmerstonelc@childaustralia.org.au 

Address: 2 Brennan Court, Farrar NT 0830 

Phone: 8944 9224 

 

Operating Hours 
Palmerston CFC ELC operates Monday to Friday from 7:00am to 6:00pm. We open 
for 50 weeks of the year, closing for two weeks over the Christmas period. Dates for 
closure are advised well in advance to allow parents to plan ahead. 

We are also closed for all Public Holidays. 

 

Regulations and Standards 
Palmerston CFC ELC operates under the National Quality Framework. This framework 
includes: 

• Education and Care Services National Law 
• Education and Care Services National Regulations 
• The National Quality Standard (Including the 7 quality areas) 
• The Framework for Early Childhood Education and Care – Early Years Learning 

Framework (EYLF) 

 

Regulatory Authority 
Our regulations are monitored by Quality Education and Care, Northern Territory 
(QECNT) who visit and inspect the centre throughout the year. They ensure the 
safety and well – being of children attending the child care and guide many 
decisions made in our centre. Amongst other things they stipulate the size of furniture 
in our centre, the amount of play space and the type of equipment necessary, the 
amount of children we are allowed in the centre. They also detail procedures to 
follow in the event of an emergency, accident, or occurrence of infectious disease. 

A copy of the Education and Care Services National Regulations is accessible online 
from http://aceqa.gov.au/national-quality-framework/national-regulations/ 

To contact the NT Regulatory Authority: 

Quality Education and Care NT 

Website: www.det.nt.gov.au 

Email: Qualityecnt.det@nt.gov.au 

Phone: 8999 3561 
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Educator Team 
Our educators are committed and focused on the quality of their work, and 
the care that they provide for your children. 

Our current staffing team consists of five key educators in Play Studio One 
and three key educators in Play Studio Two. We also have two Team Support 
Educators who cover lunch breaks and annual leave, as well as a permanent 
part –time Program and Planning cover. 

 

Staffing Ratios 
The ratio of staff to children also plays a major role in the provision of quality 
child care. The Education and Care Services National Regulations stipulate 
the minimum ratio of staff to children in long day care setting as being: 

• 1 educator to 4 children under two years of age 
• 1 educator to 5 children aged between two and three years old 
• 1 educator to 11 children aged over three years old 

The structure of our programs and our staffing level means that your child 
receives individual and personal care. 

 

Relief Educators 
As the people in your child’s life are all important, we pay particular attention 
to providing consistency. Relief Educators are occasionally required to cover 
absence due to illness, annual leave or training. 
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Primary Caregiving 
In Play Studio One, we practice Primary Caregiving. What this means is the 
children are put into a group with each educator. This educator is their 
‘Primary Caregiver’ and is responsible for the ‘key care moments’ being meal 
times, sleep or rest times, bottle feeds and nappy changes. 

Each group consists of no more than five children a day and this provides 
children the opportunity to form a strong attachment with the educator, who 
they can trust will take care of all their key needs. Once a strong attachment 
is formed, the child then tends to feel more comfortable and secure within 
the environment and will begin to explore more freely. 

Primary Caregiving also helps parents and educators to form a strong 
relationship that is based on communication and trust as they are able to 
share any changes in routine or able to discuss any other issues that may arise 
with an educator who is spending a dedicated amount of time with their 
child. 

During the day, the children are provided activities and experiences by all 
educators and are also comforted by all educators also, as Primary 
Caregiving in inclusive care, not exclusive care. 

 

What happens if my child’s Primary Caregiver is away? 
We have a dedicated ‘Secondary Carer’ who knows each child’s individual 
routine and has built relationships with all the children. They are a constant 
and familiar face within the environment, this helps the children to feel 
comfortable with them and provides continuity of care for the children. 

 

Does Primary Caregiving happen in Play Studio Two? 
Primary Caregiving occurs in Play Studio One only as we feel that by the time 
they reach Play Studio Two they are comfortable and confident and 
relationships with the educators in Play Studio Two will have begun to form 
due to interactions with these educators during family grouping in the 
morning and afternoon as well as during times when we have indoor/outdoor 
play. 
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Curriculum and Assessment 
	

Our curriculum development is guided by the National Early Years Learning 
Framework. Our programs build quality experiences for children and reflect 
current thinking and early childhood evidence – based practice that 
supports children growing into competent learners. 

We view curriculum as everything the children experience from our program. 
This includes daily routines like mealtimes, our physical environment, and our 
materials and equipment.  It also includes time to play and discover at a 
pace set by the child, the interaction between and engagement of children 
with other children and with educators, and our partnerships and 
communication with families, other agencies and the wider community. 

We understand the importance of appropriate planning for children’s 
learning.  To ensure that our curriculum is of the highest standard, we employ 
a team of highly skilled and dedicated early childhood educators who are 
committed to challenging their own knowledge and being informed by the 
latest research in early childhood pedagogy. 

 

How is the curriculum and assessment developed? 
	

Knowing your child as an individual, and building a relationship with your 
family is critical for curriculum planning and development. 

While your child attends our Centre, our educators will keep written 
documentation of their learning to assist us in planning for their learning.  
All recorded information about your child is available for you to peruse at any 
time. All assessments of your child are kept in their Play Studio and we 
encourage you to read your child’s Learning Journey and provide feedback. 

Each educator is required to Program and Plan for our children through our 
‘Floorbooks’. These floorbooks are done in real time where the educators 
begin by looking at the culture, current knowledge, abilities and interests of 
the children in the Play Studio, from there they pose the question of “What we 
know” and “What we want to know” before deciding the Learning 
Possibilities that may occur from the observations made on the children. 
Educators then implement learning experiences which the children are 
invited to participate in to extend their current knowledge and help them to 
develop new skills and understanding. 
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Our Daily Routines 
	

The Play Studio that your child attends will have a flexible daily routine that 
incorporates each child's physical needs for eating, resting and toileting 
throughout the day. This routine gives you child security by its predictability. 
This helps your child to understand what to expect and feel safe in their care 
environment. 

Routine activities divide the day into flexible blocks of time and form a 
reference point for other activities that occur within the program for children 
who do not yet understand the concept of time. This is important for your 
young child's developing self-confidence and trust. 

Rest and Sleep Times 
	

Rest times are an essential part of the day for all of the children in our Centre.  

At Palmerston Child & Family Early Learning Centre your child will never be 
forced to sleep, but encouraged to rest by either reading or playing quietly. 
Our Play Studios are always set up with quiet activities for children who do not 
require a formal sleep or rest time. 

Our babies will follow more closely your existing home sleep routine, with 
flexibility for variations in your baby’s mood and sleep needs on any given 
day. We will speak with you about you baby’s usual routine so we can 
understand your preferences and the specific needs of your child. 

All children are welcome to bring along any security items, such as a dummy, 
bottle, blanket or special toy.  

For further information on sleep practices, please request a copy of the 
Centre’s safe sleep practices policy and procedures. 

 

Meals 
We provide morning tea, lunch, afternoon tea, and a simple late snack for 
children who are remaining at the Centre come 5:00pm. 

The menu rotates over a four week period and is reviewed mid –year with 
feedback from parents requested. 

Our meals are prepared each day on our premises by our Food Coordinator, 
who places emphasis on using fresh, wholesome ingredients, providing a 
varied and nutritionally balanced menu and maintaining the highest 
standard of cleanliness and hygiene at all times. 
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Meal times in both Play Studios are progressive; the reasoning behind this are 
children are given the time and space to eat and talk with their peers and 
educator about their day, or have discussions around what they are eating 
as we encourage healthy choices within the Centre. 

 

Food Allergies and Intolerances 
	

We are an Allergy Aware Centre and therefore request that no food items 
are bought into the environment that contain nuts. 

We cater for food allergies and intolerances to the best of our capabilities 
and at enrolment we request that you mention any food allergies or 
intolerances to the Director who can then inform educators and our food 
coordinator. If your child has a severe allergy we request an up to date 
‘Action Plan’ upon starting at the Centre which we can then display. 

We will also not introduce any foods to babies that have not been tried at 
home as part of our Risk Minimization Plan.  

We do request that you inform us of any changes to your child’s dietary 
needs as soon as possible so that the relevant actions can be put in place to 
support your child. 

 

Food from Home 
 

Our morning tea for all children starts at approximately 8:30am. If you are in 
prior to this and feel that your child will benefit from having a snack, we 
request that it is a healthy option such as, a piece of fruit, yogurt or cereal. 
We request that sweets, lollipops and biscuits are kept for a treat at home. 

We also acknowledge that parents from time to time like to bring in cake etc 
for celebrations. We request that these contain no nuts and that you provide 
an ingredient list for other allergies that may be present. 
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Arrivals and Departures  
At Palmerston Child & Family Early Learning Centre, educators work to ensure 
that arrivals and departures to and from the Centre are not only safe and 
secure for the children, but also a valuable means of exchanging information 
with families. In regards to arrival and departure times, we ask that you or the 
person dropping off/collecting your child:  

• ensures that the attendance (Kiosk) records are signed on both 
arrival and departure  

• leaves your child in the direct care of an educator 

• let an educator know that you are taking your child home 

• feels welcome to spend time with your child both upon arrival and 
departure from the Centre  

• keeps goodbyes brief to assist your child to settle quickly 

• rings to notify if your child’s arrival and departure times are going to 
be varied dramatically at any time 

 

Our educators always try to be available and responsive to parents and 
children's needs at these times. Arrivals and departures are an important part 
of the Centre’s day. Through creating an environment of trust and support, 
our educators ensure that the transition from home to Centre, and Centre to 
home, is at all times a pleasant and positive experience for you and your 
child. 

Late collection of children 
	

If you are unavoidably detained and are unable to collect your child before 
closure of the Centre (6pm) you must telephone us to advise of your lateness 
and expected time of arrival. If you are unable to collect your child prior to 
closing time you should arrange for another authorized adult to collect your 
child and advise us of this arrangement. This advice should be in writing if at 
all possible (email).   

If your child has not been collected 30 minutes after closing time, and we 
cannot contact you or your authorized persons, we will contact the relevant 
authorities and consult on what action to take.  

Late fees will apply to all late collections. 
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Authority to Collect Children 
	

It is important to note that only authorized adults will be permitted to collect 
children from our Centre. At the time of enrolment you will advise us the 
details of adults authorized to collect your children by completing the 
Authority section of the enrolment form. It is important that you keep these 
details current and advise of any changes to these arrangements.  

Both parents have lawful authority to collect their children, unless there is a 
Court Order in place limiting access of parent/s to their children. It is your 
responsibility at enrolment to notify us if a Court Order is in place and to 
supply us with a copy of the Order.  It is your responsibility to keep information 
you have supplied to us current at all times. 

The safety and well-being of your children is important to us at Palmerston 
CFC ELC. If you will not be able to collect your child at the end of the day 
and require an authorized person to pick them up, we require you to advise 
us of the arrangement either at the time of drop-off or by phone during the 
day. If we have not been notified and someone other than yourself arrives to 
collect the child, we will contact you to obtain authorization which will be in 
writing wherever possible. Your child will not be released until we receive your 
authorization. If the authorized person is not known to us, we will ask you to 
provide a description of the person concerned, who will also be required to 
provide proof of their identity.  

In exceptional circumstances, where we believe the child is at imminent and 
substantial risk, we will refuse to release a child to parents or others. This will 
only result in extreme situations where the person collecting the child is under 
the influence of alcohol or other drugs or is displaying irrational or aggressive 
behaviour that is potentially harmful to the child. In these circumstances we 
will contact other authorized persons to collect the child. If we are unable to 
contact another responsible person we will contact the relevant authorities 
for advice and action.   

 

Confidentiality 
	

Confidentiality is of paramount importance in our Centre. All of the 
information provided to us by you, such as addresses, phone numbers, and 
custody information, is seen and recorded only by the administration staff 
and the staff directly responsible for the care of your child.  
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At no time will information be given out without your consent, and any 
individual meetings that take place between you and our staff will be 
undertaken with the highest degree of professionalism. 

Orientation  
	

We have developed a comprehensive and effective orientation process to 
ensure that you and your child have a smooth transition into our Centre 
including: 

• Providing you with a conducted tour of the premises which will 
include introductions to other educators/staff, children and families 
at the service, and highlight specific policies and procedures that 
you need to know about the service.  

• Ensuring you receive a copy of the Parent Handbook and an 
opportunity to have any questions answered.  

• Ensuring you are encouraged to share information about your child 
and any concerns, doubts or anxieties they may have in regard to 
enrolling you child at the service.  

When children first attend the service the needs of both families and children 
will be respected. You will be encouraged to remain with your child when 
delivering or collecting them for as long a period as you and/or educators 
feel may be necessary to ensure your child's wellbeing. You are welcome to 
telephone the service during the day for reassurance that your child has 
settled in.  

We will also assist you to develop a routine for saying goodbye to your child 
to ensure as smooth a transition as possible. Children who are distressed at 
separating from their family will be held and comforted by the educator, and 
closely observed and offered reassurance until they are settled.  

The service will always consider the feelings and time constraints that families 
may have in regard to participating in orientation processes and aim to 
make the experience a positive and welcoming introduction to the service. 
However, the needs of the child are paramount and are a priority for all 
concerned. 

Only under extenuating circumstances will we enrol your child without 
adequate orientation. Under no circumstances will we allow your child to 
commence care without completion of all appropriate forms, including 
immunization records, enrolment form and the age appropriate appendix. 
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Fees, Accounts and Statements 
 

Fee Structure 
	

Our current full fees for child care are: 

• $98 per day 
• $480 per week 

	

A late fee will apply for children who are not collected by 6.00pm. This will be 
billed at $15.00 for the first 10 minutes and then $3.00 per minute after the 
initial 10 minutes. This fee will not be reduced by CCS and will be added to 
the family’s account 

Fee Payments 
	

Child care fees are to be paid to Palmerston Child & Family Early Learning 
Centre two weeks in advance for the duration of the child’s enrolment.  

Our payment method is by Debit Success where your account is 
automatically debited weekly or fortnightly. The Director will provide you with 
the necessary forms on enrolment. 

Our Director will be more  

 

Statement of Accounts 
Accounts are calculated and statements are issued weekly. The statement 
provides you with an accurate record of all payments made, CCS that has 
been applied and absences that have occurred. 

 

Maintain existing place fee – Public Holidays/Absence  
	

Families pay for a place and may elect to book a full-time or part-time place. 
Families who elect to book full-time or part-time places are required to pay 
fees on public holidays if the holiday falls on their normal day of care, and all 



	

Page	|	16		
	

other days of absence e.g. sickness, holidays, etc. (Full-time refers to bookings 
for five full days of care, part-time refers to one to four days of full day care).  

Full fees are payable where you would like to maintain your child’s existing 
place at our centre during short or extended absences. For example, where 
you are going on holidays over Christmas and would like your child to 
recommence care a few weeks after the centre reopens. 

If you do not wish to pay this fee, unfortunately we are unable to hold your 
child’s place and there is no guarantee a place will be available on your 
return. Please do not ask the Director to hold a place without maintaining 
your fee payment. Our centre is a not for profit centre and we need to 
maintain full enrolments to maintain quality care for each and every child in 
our centre.   

 

Overdue Payments 
Families with overdue fees will be encouraged by the Director to discuss any 
difficulties they may have in meeting payments and make suitable 
arrangements to pay.  If this is not done, or the agreed arrangements are not 
kept, the following procedure will apply: 

• After one week overdue - a written reminder will be forwarded 
to the Parents advising that the place may be cancelled in 5 
days’ time. 

• After two weeks overdue - a letter advising that the place will 
be cancelled if the account is not paid in full or any agreed 
payment plans have not resumed. The letter will include a 
reminder that Parents are encouraged to discuss payment 
difficulties and make suitable arrangements to pay with the 
Director. 

• After three weeks overdue - if no arrangements to pay have 
been made or kept, the place will be cancelled. 

Where a family has failed to comply with requests for payment as noted 
above in ‘overdue payments’, the outstanding debt will be placed in the 
hands of a Collection Agency. All costs incurred by Palmerston Child & Family 
Early Learning Centre in recovering outstanding debt will be passed onto the 
family for payment. Palmerston Child & Family Early Learning Centre reserves 
the right to implement legal proceedings in cases where the Collection 
Agency was not successful in recovering outstanding monies. 
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Cancelling Care 
Should you choose to cancel your child's care, two weeks’ notice must be 
given during which time normal fees will apply. 

If your child does not attend the Centre for more than two consecutive 
weeks without any notice to our Director, your booking will be automatically 
cancelled, and your child's place will be offered to another family on our 
wait list. 

Variations to Bookings 
From time to time your family's child care needs may change, either 
temporarily or permanently, and therefore, we understand that you need a 
flexible child care service that is responsive to your family's changing needs.  

Our Director can respond to individual requests for additional care and to 
enable permanent changes to bookings to take place smoothly within the 
Centre.  

We hope you understand that we may not always be able to accommodate 
all requests, however, we have a commitment to providing you with a flexible 
and responsive service, so you can be confident that we make every effort 
to do so.  

To assist us in responding to yours and other families' needs, please direct any 
notification of temporary or permanent cancellation of care, requests for 
additional care or forthcoming changes to your child's attendances, to the 
Director as early as possible. 
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Parental Involvement and feedback 
	

We welcome parental involvement in our Centre and will always listen to your 
suggestions and feedback about the service we provide. If you have a 
concern or suggestion, there are several ways to share these including: 

• Speaking with the staff of the service 

• Expressing interesting in joining our Parent Advisory Group  

• Getting involved in family events and open days 

 

Lodging a Complaint 
	

If you are concerned about the care you and your child are receiving in our 
Centre, we need to hear from you. All complaints or grievances will be dealt 
with promptly and confidentially in a manner that:  

• Values the opportunity to be heard 

• Promotes conflict resolution  

• Encourages the development of harmonious partnerships  

• Ensures that conflicts and grievances are mediated fairly  

• Is transparent and equitable.  

Where possible complaints will be dealt with on the spot by your child’s 
educator as this is usually the person with the closest relationship with your 
family. If the complaint is about an issue that the educator considers to be 
outside their control, or you do not feel comfortable sharing your complaint 
with the educator, please go directly to the Director. It may be necessary to 
make an appointment to discuss your complaint. 

Where the Director is unable to resolve the complaint, or in cases where the 
complaint is about the Director, please bring your complaint directly to Child 
Australia’s General Manager Sara Hinchley, who is the Approved Provider 
and has overall responsibility for the Centre. 

Sara can be contacted on: 

Email sara@childaustralia.org.au 

Phone: 08 9270 6604 
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How we will deal with your complaint 

 
Educators/staff will always appreciate a family that raises a complaint or issue 
of concern, and explain why they appreciate the opportunity to improve the 
service or rectify a mistake.  

All confidential conversations/discussions with you will take place in a quiet 
area away from children, other families and educators/staff who are not 
involved.  

Where you wish your complaint to remain confidential this will be honoured. 
However, you will be advised that issues cannot always be resolved if they 
are not openly discussed in a solution focused way. Where an educator 
believes they will have to share a confidence with another person in order to 
resolve an issue, or if the nature of a complaint requires that a third party has 
to be informed in order to meet legislative requirements, they will inform you 
of this need prior to any further discussions on the matter. 

 

In some instances we are required under the regulations to report the 
complaint to Quality Education and Care NT. Where this is the case, you will 
be advised. 

Our steps to resolve the issue will include: 

• Listening to your complaint (either verbally or in writing) 

• Interviewing all staff involved and investigating the issue 

• Seeking to resolve the issue quickly and with fairness to all parties 

• Advising you of the outcome of that investigation and any action 
taken (either verbally or in writing) 

• Following up with you after the complaint has been resolved to 
ensure you are satisfied with the outcome of the discussion. 

 

Centre Policies 
Families are reminded that a copy of our Centre’s Policy and Procedures 
manual can be accessed in the front administration area upon request to the 
Centre Director. Centre Policies will be brought to your attention during 
enrolment and there is always the opportunity to provide feedback or have 
input into Policy development. 
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