FAMILY
HANDBOOK
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Dear Family,
We are excited to embark on this new journey with you and are
delighted that you have chosen the Little Genius Cottage. You will
find all you need to know about our services, enrolment and general
centre policies.
If you are unsure at any step of the way please do not hesitate to ask,
our friendly team would be more than happy to address any concerns
or questions you may have.
We look forward to an enriching experience with your family and
children.
Kind Regards
Little Genius Cottage
65 Macquarie Street, Chifley, NSW 2036, Australia
T: +61 2 9345 6645
Email: Info@littlegeniuscottage.com
Website: www.littlegeniuscottage.com
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Our Vision
We are committed to providing a
variety of play-based experiences
which enable children to develop

enquiring minds and to become happy,
positive and independent learners.
When graduate, our children are
equipped with academic and social
accomplishments and have a deep
sense of self-worth, knowing how to
pave their own way to future success.

Give wings to your child’s dreams
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Our Mission
We believe every child has his or her unique talents.
If we provide appropriate experiences at the right stages of early childhood, we can
expect to see children reach their full potential and thrive throughout school and
their adult lives.

Our facilities and evolving programs are professionally designed to maximize each
child's personal experience. In conjunction with enhanced interiors, Little
Genius playground features a variety of age appropriate equipment.

We believe that positive self-esteem is developed through the recognition and
appreciation of children’s individual abilities and differences. Through a
close observation of children, we’re able to design reflective programs to encourage
and simulate children’s cognitive, emotional, social and physical development.

Our friendly and caring educators are focus on creating a safe, healthy, homey
environment, help children settle into the center life quickly, whilst innovate
the lives of working families.

We strive to involve parents, carers, governors and the wider community at all
levels, recognize the huge benefits that a shared partnership brings to each
child’s nursery experience.

Our children are not just inspired to learn, but to think, wonder, and question
on their own.
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Our Philosophy
Children are central to everything we do
Children’s safety and well being are our top priorities

Celebrate the precious childhood

Embrace diversity and change

Childhood is fun and unique experience.

Respect the difference can stimulate the

We treasure the period and work to create

creativity, we believe keep an open mind

wonderful memories with children, families
and community.

and stay curiosity are the best ways to enjoy
the ever changing world.

Nurture a love for learning
Children can choose from a variety of

actives and programs and become
engrossed in what they’re doing.
Our Little Genius are equipped with

Future is here
Relationship is
critical to growth
We value relationship

the skillset of fishing rather than just between children, families,
educators and the
being passively provided with the
fishes, allowing them to feed
themselves for a life time.

community.
We believe a positive
relationship is built on
respect, trust and mutual
understanding.

We endeavor to create a
homey, welcoming, secure

and sustainable
environment.
Educators recognize that
it’s our shared
responsibility to establish
harmony between human
beings and nature.
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Enrolment Process
• Tell us your desired start date and days you would
PRELIMINARY

prefer.
• We invite you to take a tour of the centre first so
you can see where your child will be cared.

• Sign the enrolment form and provide prescribed
documents
•Up-to-date immunisation History Statement

•Birth Certificate

A PLACED
OFFERED

•Medicare Card
•CRN for both parent and child
•Photo ID of emergency contact
•Payment details

• Sign the payment authorization form and pay the
bond

TRANSITION

• Welcome meeting and Orientation days

FIRST DAY
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3 Free Orientations
We’re dedicated to providing parents with reliable,
flexible and enriched superior quality child care

solutions. Helping babies and parents settle into
the centre environment is one of our top priorities.

We offer each enrolled families 3 free

orientations, you can bring young child to our
centre in different session of the day, give them
opportunity to experience the life in the centre, get
to know our educators, participate in daily
activities and meet new friends.

* You can request more orientation sessions until you
feel comfortable to leave your beloved kids under our
care, normal fees will apply.
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First Day
The first day in a new childcare centre is often quite emotionally

challenging for both your child and you.
It’s a major transition in your lives where your child will be cared for in a
new environment by someone other than family members.
Children will vary in how long they take to settle into the centre. Some

will settle easily in first days, some may take a few weeks.

Here are some tips

Start with a
shorter day

Establish a
goodbye
routine

NOT to rush
your child
into the
centre

Ask child and
educator
about the day,
then say
goodbye
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What To Bring
INCLUSION
Fresh, nutritious meals
Including morning tea, lunch and afternoon tea and a late afternoon snack

Fresh milk and formula
S26Gold step 1 & 2 formula and Karicare soy formula

Bedding

Hats and non-medical creams
sunscreen, moisturizer, barrier cream, insect repellent

Nappies

BRING YOUR OWN
* Please label all personal items

Bottle
Milk bottle or water bottle

Comforter
Extra pacifier, special comforter if any

Spare clothes
2 sets of spare clothing, including socks and underwear

Sheets and a pillowcase
Non-medical creams
If you have any preferred brand or allergy
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Our Staffs

Our aim is to provide an exceptional education and

care program that offers high quality and innovation. We
endeavor to do this by having qualified, caring and energetic
staffs that are experienced in working with young children.
There are minimum staff:child ratios and a qualification
requirements that the service are obligated to comply with:

•1 staff: 4 children aged 0-2 years
•1 staff: 5 children aged 2-3 years
•1 staff: 10 children aged 3-5 years
•Half of all staffs hold a qualification of diploma or above
Where possible, our services provide better staff:child

ratios and higher levels of qualified staff than
required.
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Curriculum
Our play-based curriculum is guided by the Australian Early Years Learning
Framework (EYLF), to ensure that every individual child enjoys education and
reaches their full potential. We aim to provide an exciting, varied and fun curriculum
which responds to the children’s needs and interests.

Belonging

is knowing where they belong and who they belong with.

Children belong first to a family, a cultural, a neighborhood
then a wider community. Children feel belong when they form
relationships and connections within these groups, which
builds a solid foundation in defining who they can become.

indicates that early year learning shapes and reshapes

Becoming

children’s identity, interests, skills, capacity and

relationship, and eventually making them the kind of
adult they will become.

emphasizes living in present. Childhood is the critical path

Being

leads to the future. More importantly, it’s an invaluable period
when children are entitled to play, to explore, to challenge, to
build meaningful relationships and to get rewarded.

EYLF focus on how educators in partnership with families and communities to support
children to grow and learn naturally. Little Genius Cottage facilitates learning programs
to ensure each child to achieve the EYLF’s five learning outcomes.
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Infant Curriculum
6 wks-2 years

Babies experienced rapid growth and
development in their first 2 years.

Routines such as feeding, resting, daily reading and outdoor discovery in
infant’s area are significant elements of the daily program. These
experiences offer positive opportunities for developing a love of learning
and inspire motor, sensory development and social engagement.
We’re here to provide a supportive, enriching and multi sensory
environment to help infants establish a strong sense of safety, belonging,
confidence and building a solid foundation for future learning.
As infant development progresses, additional learning outcomes are
expected such as self-feeding, expressing their needs using hand signs
and hand-eye coordination.
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Toddler
Curriculum
2-3 years

Toddlers are curious about the
people and environment around
them. They learn through
exploring, experimenting and
educator’s prompt respond.

Our educators respect and respond to children’s cues and interests, reinforces
developments through music time, scene plays, short stories reading time.
Each day our small group time allows young child to make connections, it’s an
effective way of learning since individual’s activities are more focused.
We work to foster their interpersonal skills such as listening, learning how to
treat one another, developing empathy, emotion management typically in
dealing with frustration, problem solving techniques and manners. This all
contributes to toddlers becoming confident learners.

As toddlers strive for
independence, our programs assist
children to grow in their autonomy
and independence.
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Preschool Curriculum
3-5 years
Preschoolers enjoy being
involved in tasks and
activities that extend over
several days, providing the
opportunity to explore
them in greater depth

(EYFS).
Our flexible time arrangement allows children to concentrate for a longer
period of time, exploring, repeating and investigating situations until their
curiosity is satisfied.
Our thoroughly planned programs include a variety of activities such as music,
art, scientific observation and experimentation, pre-literacy, reading and
writing, foreign language, pretend play, yoga, and physical play.
Children can choose what they want to do, how to play – alone or with friendsand more importantly, spend as much time as they wish to become
engrossed in what they are doing.
This approach in conjunction with a calm atmosphere in the setting, result in a
significant improvement on cognitive function, better social skills, high
level of self-assertion and a decrease in instances of negative behavior.
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Full Day Fees 2020
Daily
Enrolment fee

Infant 0-2

$50
$ 115

To secure the place, nonrefundable
•A BOND of two (2) week
charged at full rate by how many
days you attend the centre is

Child 2-5

$ 110

required at enrolment.
•Max bond $575.

• Absence:
•Please let the center manager know if you’re going away as if we can fill your place
at the Service you will only have to pay 50% of your gap fee.

• Casual days
•Additional casual days can be booked by enrolled families where a vacancy exists.
Casual days and permanent changes regarding attendance will depend on availability
and the centre’s obligations to meet licensing and operational requirements. Normal
fees will be charged for any casual day bookings.
•Referral program
•You know the many great reasons to send a child to Little Genius Cottage. When your friends, coworkers or neighbors sign up for more than 2 days per week, we’ll show our appreciation by giving
you 2 free days toward your next month’s fees.
•This program will take effect once the joining family remains enrolled for a period of one month.
•You can refer more than one family, you will receive a credit for each child referred and registered.
•This referral program offer is for new registrations only. (Sorry it cannot be applied retrospectively).
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Child Care Subsidy
Launched in July 2018, the Child Care Subsidy system (CCS) makes early
education more accessible to a large number of families in Australia.

We are a registered childcare provider, children enrolled with
Little Genius Cottage are eligible for CCS benefits.

CCS Entitlement Level are determined by 3 key elements:
•Your combined family income

•The activity level of your family – recognized activities that enable a family to claim
•The type of childcare your child or children are enrolled in

Visit Centrelink to estimate the CCS you can get:
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Fee Policy
OVERVIEW
•Purpose
•To ensure that practices relevant to fees and charges are clear, transparent and consistent and
support Little Genius Cottage to be financially viable.

•Definition
•A fee is defined as an amount of money charged for providing a service. For the purpose of
this Policy a fee is the amount of money charged by the Service to the parent for providing
education and care for their child/ren.
•A parent is defined as someone who has legal responsibility for a child. This may be a natural
parent (through birth) or a legal guardian (legally appointed) but does not include a parent
who is prohibited by a court order from having contact with the child.
•Families will be emailed their invoice, statement once the fees have been charged.

•Enrolment Patterns Families are offered care on a permanent basis; days of care offered will
remain the same each week. Children can attend between one and five days per week.
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Fee Policy
GENERAL
• Families are expected to pay fees two (2) weeks in advance.
• Fees are NOT charged when the centre is closedown in December/January.

• Fees are charged for permanent days booked when the centre is operational irrespective of
attendance, hence fees are charged during absences for family holidays, public holidays and
sick days etc.
• Fees are charged for the whole day, regardless of the hours of attendance.

WITHDRAWAL / CHANGE
•Withdrawal from Care/ Change in Booked Days
•Four (4) weeks’ notice in writing is required to withdraw a child from the centre or to change
a child’s booked days. The Office Administrator can provide the correct forms upon request.
•Note that Public Holidays and the two week closedown period in December/January cannot be
counted in the notice period.

•Cancel your casual booking
•With less than 24 hours notice, half fees will apply.
•With more than 24 hours no fee will apply.

FEE CREDIT
•With the exception of a child who has withdrawn from the centre, any credits will automatically be offset
against future debits in Debitsuccess until the credit has been exhausted.
•If the child has withdrawn from the centre then any credit owing is refunded to the family no earlier than
one week after the child’s last day to allow for the final child care management system reconciliation to take

place.
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Fee Policy
PAYMENT ISSUES
•Late Collection
•Late collection of a child an additional charge will apply to families who pick up their child
after the program has closed. This fee is $15 per 5 minute block or part thereof after closing.
The family will be made aware of the charge on the day of the late collection and the
amount will be added to the next account.
• Payments cannot be processed

•Families will be informed by the centre when a rejection advice applies to their account
and asked to correct the problem. The account will be updated to include the applicable
rejection fee charged by Debitsuccess and the payment processed as soon as possible.
•Overdue Fees
•Families are expected to pay fees two weeks in advance. If fee payments fall into arrears,
parents will be asked to bring the account up to date immediately within five (5) business
days of notification.
•If a subsequent payment has not been made or a payment plan put in place within this
period, it will jeopardize your placement in Little Genius Cottage and the late fee payment
of $30.00 will be applied.
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Policy and Procedure
Below are summaries of essential policies and procedures for keeping children, families and staff
healthy but it is essential you familiarize yourself with the full set of policies and procedures.
All are available at the Centre; please ask a member of staff if you need assistance locating them.

Sun Smart
•We promote a positive attitude towards skin protection and take effective measures to ensure
children and staffs safety from the effects of the sun.

•Children are encouraged to apply sunscreen prior to leaving home or on arrival at the Service.
•Sunscreen is also applied throughout the day prior to outdoor play and children and staff are
required to wear an appropriate hat.

•Should your child be allergic to the common brand of sunscreen used at the Service, we ask
that you provide a suitable alternative for your child and that the container is clearly labeled

with your child’s name. Staff can provide you with the form that you will need to complete
giving staff permission to apply an alternate sunscreen.

Incidents and Injuries
•Even in the safest environments incidents and injuries can occur as children explore and
enjoy the environment. Should your child sustain an injury whilst at the Service, an
Incident Report will be completed by staff, and a parent or guardian will be asked to sign
that they have been made aware of the incident.
•At times the Centre Manager or a staff member may decide to contact you to advise you of
an incident involving your child. If you cannot be contacted and your child requires urgent
medical attention steps will be taken to ensure the wellbeing of your child.
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Policy and Procedure
Coming To and
From the Centre

Administration of
Medication

•We have a duty of care to ensure each

•A separate Medication Administration Form is to be

child is safe and collected by an

completed for each medication your child requires. All

authorised person. If you wish for

medication must be handed to staff on arrival to be stored

someone other than yourself or a legal

in the lockable First Aid Box or the lockable box in the

guardian to drop off or collect your child,

fridge. Medication is not to be left in your child’s bag.

a separate authorisation must be

Completed Medication Administration Forms must be

completed for each additional person.

handed to the child’s educator on duty in the room.

This includes grandparents, relatives and

•Staff will not administer non-prescribed, over the counter

family friends (even parents with

medication.

children in the Centre).

•Where medication is observed by staff as ongoing over a

•This authorisation is included in the

period of time, the Centre Manager reserves the right to

Enrolment Form and can be updated at

request a letter from a registered medical practitioner to

any time.

continue to administer the medication to ensure the safety

•If someone besides an authorised

and wellbeing of the child.

person will be collecting your child on a

•Staff will only administer medication to a child whose

particular day, please ensure a staff

name and the recommended or prescribed dosage appears

member has been notified in writing,

in type on the original label and where the medication is in

including the person’s full name as

the original bottle/packaging, with the expiry date.

recorded on photo identification and

•If the information is not written in English, a translation

their address. We cannot release a child

into English, issued from a registered medical practitioner

to someone without permission in

or translator must be supplied. Staff will ensure that the

writing from the parent. Photo

name typed on the label is the same as that which appears

identification will be required from any

on the Medication Administration Form.

person collecting your child if they are

•Staff will apply sunscreen, nappy creams, and repellent if

not known to staff.

authorization has been provided by the parent.
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Policy and Procedure
Immunization
•The NSW Public Health Act 2010 contains requirements for child care facilities (early childhood
education and care centres), which include that directors of child care facilities are to be provided with
a vaccination certificate on enrolment of each child.
Immunisation programs in NSW have been extremely effective in reducing the risk of vaccine
preventable diseases. However diseases such as whooping cough and measles continue to occur in the
community indicating that the immunisation levels are not optimal. To control these and other

diseases very high immunisation rates are needed. While around 90% of children at 1 and 2 years of
age in NSW are fully immunised at least 95% coverage is needed for effective disease control.

•From 1 January 2018, parents MUST provide a copy of one or more of the following
documents to enrol in a child care centre:
•An AIR Immunisatiuon History Statement which shows that the child is up to date with
their scheduled vaccinations or
•An AIR Immunisation History Form on which the immunisation provider has certified that
the child is on a recognised catch-up schedule (temporary for 6 months only) or
•An AIR Immunisation Medical Exemption Form which has been certified by a GP.
•A copy of their child's immunisation details can also be obtained at any time by:
•using their Medicare online account through MyGov
•using the Medicare Express Plus App
•calling the AIR General Enquiries Line on 1800 653 809.
•Parents automatically receive their child’s AIR Immunisation History Statement in the mail after they
complete their immunisation schedule (sometime after 4 years of age).

•Oversea records: Overseas immunisation records must not be accepted by child care centres. The
overseas immunisation records need to be assessed by an Australian immunisation provider who will
transfer the information to the Australian Immunisation Register (AIR). Parents can then request an AIR
Immunisation History Statement.
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Policy and Procedure
Sickness and Child Care
•

We ask that if you suspect your child is unwell that you contact the Service and advise
your child’s absence due to illness. Any child with a fever must NOT be at the Service- a
child is considered to have a fever when their body temperature rises to above 38°C.

•

If your child presents with any of the symptoms listed below you are required to
monitor your child’s health for a minimum of 24 hours after the last

occurrence of the symptom at home before returning to the Centre:

•

–

Vomiting

–

Temperature/fever

–

Loose bowel motions/diarrhoea

–

Red, swollen or a discharge in the eyes

In the interests of all children and staff attending the Centre, the Centre Manager reserves the right to

send home or refuse attendance to any child that is considered unwell or is showing symptoms of an
infection or contagious disease.
•

If you are contacted by Centre staff requesting that you collect your child due to ill health, the request has
been made after consideration to the needs of the family, welfare of the child and other children and staff
in attendance, and in consultation with the Centre Manager.

•

It is recommended you obtain a Medical Clearance whenever your child attends a doctor. The clearance
should include the name of the child, that they are free of illness and the date they are able to next attend
care. The Centre Manager still reserves the right to exclude the child regardless of the provision of a
Medical Clearance if they are concerned about the child’s health.

•

Please contact the Centre if your child has been exposed to or has a communicable disease. Families are
notified of any infectious disease in the Centre via email and at times by the placement of a notice either
in the foyer or in the playroom/s.

•

We work in partnership with the NSW Department of Health and seek guidance on exclusion periods
from the Federal Government’s Staying Healthy in Child Care Guidelines.
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Policy and Procedure
Privacy Disclaimer
•

All information and records relating to children, families and staff will be maintained in the strictest
confidentiality.

•

Under the Privacy and Personal Information Protection Act 1998 and the Education and Care
Services National Regulations, Clause 181 the Approved Provider of an education and care service
must ensure that information kept in a record under the Regulations is not divulged or
communicated, directly or indirectly, to another person other than:
–

a. to the extent necessary for the education and care or medical treatment of the child to whom the
information relates; or

–

b. a parent of the child to whom the information relates, except in the care of information kept in a staff
record; or

•

•

–

c. the Regulatory Authority or an authorised officer; or

–

d. as expressly authorised, permitted or required to be given by or under any Act or law; or

–

e. with the written consent of the person who provided the information.

Personal information may be collected from you for the following purposes:
•

To process and effect enrolment

•

To provide educational programs for children

•

To maintain health and safety standards for all children at the Service

•

To maintain records as required by various government agencies

•

For related incidental administrative purposes

•

For State Government Funding purposes

Changes in Authorisation are required to notify the Service in writing. Parents may make written
application to the Service at any time for the access to or amendment of the personal information
concerning their child (in accordance with the relevant procedures under the Act). The Service holds
the information on behalf of Geniuz Pty Ltd.

•

In line with the Debt Recovery Procedure, your details may be given to a debt collector if fees are
outstanding.

24

Useful Links
•

ACECQA helps with understanding the National Framework for early learning and the

Education and Care Services National Regulations.
•

Early Years Learning Framework is part of the Council of Australian Government's reform
agenda for early childhood education and care. It is a key component of the Australian
Government's National Quality Framework.

•

National Quality Framework describes the principles, practices and outcomes that support
and enhance young children's learning from birth to five years of age, as well as their
transition to school.

•

The Education and Care Services Regulations support the national regulatory legislation
provide detail on a range of operational requirements for an education and care service.

•

Early Childhood Australia provides information about the Early Years Learning Framework
and the National Quality Framework and links to other useful resources.

•

The Australian Council on Children and the Media promotes healthy choices and stronger
voices in children's media for the health, safety and wellbeing of Australian children.

•

Community Child Care Cooperative (NSW) aims to inform and inspire the early education
and care sector and to influence government policy, practices and programs.

•

Parenting Ideas provides positive parenting ideas to help you raise confident, happy and
resilient kids.

•

NAPCAN is the National Association for Prevention of Child Abuse and Neglect.

•

Raising Children Network provides resources to help with parenting babies to teens.

•

KidsMatter Early Childhood supports the mental health and wellbeing of young children,
their families and early childhood educators.

•

KidSafe provides child safety information.
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Contact
Address: 65 Macquarie Street, Chifley, NSW 2036
Phone: (02) 9345 6645
Email: info@littlegeniuscottage.com
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