/

PPit
Handbook
2019

Contents
Contents ...................................................................................................................................2
Welcome ..................................................................................................................................6
What is the Philosophy of the ELC? ...........................................................................................7
Early Learning Centre Philosophy Statement ............................................................................ 7
What is our pedagogical approach? ..........................................................................................9
Reggio Emilia Inspired Approach ............................................................................................... 9
Nature pedagogy ..................................................................................................................... 10
What is the Early Years Learning Framework? ......................................................................... 11
When and how can I access the ELC?....................................................................................... 12
Directory .................................................................................................................................. 12
Opening Hours ......................................................................................................................... 12
Entrance to the College ........................................................................................................... 12
Parking ..................................................................................................................................... 12
Accessing the ELC Building ...................................................................................................... 12
Facilities ................................................................................................................................... 13
College Map ............................................................................................................................. 13
How is the ELC structured? ...................................................................................................... 14
Who will be interacting with my child? ................................................................................... 15
How can I prepare my child for ELC? ....................................................................................... 20
What does my child need to bring to ELC?............................................................................... 22
ELC Backpack ........................................................................................................................... 22
Food......................................................................................................................................... 23
Eating Times ......................................................................................................................... 23
Food Storage ........................................................................................................................ 24
Anaphylaxis .......................................................................................................................... 24
Start of the Year / Mid-year entry ........................................................................................... 24
Toys from Home ...................................................................................................................... 24
What should my child wear to ELC? ........................................................................................ 25
Clothing ................................................................................................................................... 25
Footwear ................................................................................................................................. 25
Jewellery .................................................................................................................................. 25
2

Hair .......................................................................................................................................... 25
What is the process when we arrive at ELC? ............................................................................ 26
Starting Time ........................................................................................................................... 26
Sign in ...................................................................................................................................... 26
Lunchbox and water bottle ..................................................................................................... 26
Communication ....................................................................................................................... 26
Library Bag ............................................................................................................................... 26
Sharing Day .............................................................................................................................. 27
Locker ...................................................................................................................................... 27
Sunscreen ................................................................................................................................ 27
Hand Sanitiser ......................................................................................................................... 27
Advise the Educator................................................................................................................. 27
Time to Leave .......................................................................................................................... 27
First Day ................................................................................................................................... 27
What should I do if my child won’t settle? .............................................................................. 28
What will my child do at ELC? ................................................................................................. 29
Early Years Learning Framework (EYLF) ................................................................................... 29
ELC Program ............................................................................................................................ 29
Intentional Learning Areas ................................................................................................... 29
Example of a Daily outline .................................................................................................... 29
Weekly Experiences ................................................................................................................. 31
Information Technology (IT) ................................................................................................. 31
Library................................................................................................................................... 31
Gym ...................................................................................................................................... 31
Music .................................................................................................................................... 31
Project Work......................................................................................................................... 31
Rest Time .............................................................................................................................. 31
Conversation ........................................................................................................................... 32
What is the process for collecting my child from ELC? ............................................................. 33
Who Can Collect ...................................................................................................................... 33
Finishing Time .......................................................................................................................... 33
Lockers / Communication Pockets .......................................................................................... 33
Communication Book .............................................................................................................. 33
Lunchbox / Water Bottles ........................................................................................................ 33
Name on Locker....................................................................................................................... 33
3

Advise the Educator................................................................................................................. 33
Sign Out ................................................................................................................................... 33
How will I get feedback on my child’s progress? ...................................................................... 34
Observation ............................................................................................................................. 34
Portfolio Folder........................................................................................................................ 34
Online Portfolio Storypark ....................................................................................................... 34
Individual Planning .................................................................................................................. 34
Parent Teacher Conferences ................................................................................................... 35
Reporting to Parents ............................................................................................................... 35
How is appropriate behaviour guided? ................................................................................... 36
Behaviour Guidance ................................................................................................................ 36
Positive Behaviour ................................................................................................................ 37
Inappropriate Behaviour ...................................................................................................... 37
Incident with another Child .................................................................................................. 37
Insecurity, Sadness and Unsettled Behaviours ..................................................................... 38
What happens if my child is sick? ............................................................................................ 39
Injury and Illness at ELC ........................................................................................................... 39
Sickness ................................................................................................................................... 39
Infectious Diseases .................................................................................................................. 40
Medical Conditions .................................................................................................................. 40
Asthma ................................................................................................................................. 40
Anaphylaxis .......................................................................................................................... 40
Medication .............................................................................................................................. 41
Urgent Medical Attention........................................................................................................ 41
Best Practice Hygiene at Home ............................................................................................... 42
Hand Washing ......................................................................................................................... 42
How can I best communicate with the ELC staff? .................................................................... 43
Communication with Room Leaders ....................................................................................... 43
Communication Books............................................................................................................. 43
Other Questions...................................................................................................................... 44
Where can I find information? ................................................................................................ 44
Information Evening ............................................................................................................. 44
Newsletters .......................................................................................................................... 44
Skoolbag Mobile Device App ................................................................................................ 44
4

My Family Lounge Mobile Device App ................................................................................. 44
QK Kiosk................................................................................................................................ 44
What is the ELC’s Sun Smart Policy? ........................................................................................ 45
Hats ...................................................................................................................................... 45
Sunscreen ............................................................................................................................. 45
What happens if my child is unable to attend? ....................................................................... 45
Can my child attend extra days at ELC? ................................................................................... 45
What happens during the school holidays? ............................................................................ 45
What can I do to celebrate my child’s birthday? ..................................................................... 45
What happens in an emergency? ............................................................................................ 46
What is the process for transitioning to Foundation? ............................................................. 46
How do we conclude the ELC year?......................................................................................... 46
Appendix A – The Hundred Languages Poem........................................................................... 47
Appendix B – Infectious Diseases exclusion period .................................................................. 48

5

Welcome
Welcome to Portside Christian College Early Learning Centre.
Starting school is an exciting journey for each family. Attending the ELC is an important step to
support children in their cognitive, social and emotional, physical and spiritual development. At
Portside families become familiar with the College community, culture and grounds in preparation
for entering Foundation.
Children are provided with opportunities to become community members through play-based
learning. Our staff warmly interact with children and acknowledge their uniqueness and Godgiven potential. Each day, children’s strengths and competencies are enhanced in our friendly and
supportive learning environment. We trust your family will enjoy becoming part of our College
community.
This handbook is designed to provide as much information as possible to familiarise your family
with the ELC. It includes a list of questions and answers we anticipate you may have.
The College Handbook (available on the College website) covers general information about the
College, including our History and Values. Please read both handbooks alongside each other.
However, where there are differences, the ELC Handbook takes precedence over the College
Handbook.
Additional information may be obtained from College Administration.
Rina Visser
ELC Director
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What is the Philosophy of the ELC?
Early Learning Centre Philosophy Statement:
At Portside Christian College Early Learning Centre, we uphold our College vision ‘Equipping
students for life’.
We embrace the National Quality Standards, National Quality Framework and Early Years Learning
Framework by following a holistic learning approach to ensure the “whole child” is nurtured
spiritually, emotionally, socially, physically and cognitively. Our philosophy is based on our Biblical
worldview and is influenced by the Reggio Emilia pedagogical approach and Nature pedagogy.
We believe:
● Each child is a creation of God with unique abilities, culture and background.
● Individuals grow in their God-given talents and skills through everyday provisions,
interactions and engagements.
● Family partnerships and contributions are vital to children’s development.
● Children learn through play.
● Children’s learning is enriched by exposure to natural resources and environments.
● Children are ambassadors for embedding sustainable practices within their communities.
Our image of children as strong, curious and capable human beings who are rich in potential,
motivates staff to act as lifelong learners. Believing children are competent implies all children
have a voice and are able to offer contributions. As staff, we are committed to engaging as
researchers and learners, continuously responding to children’s voices and developing
professional skills, knowledge and understandings to better provide for our children and their
families.
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Christ-Centred Learning
We aim to provide each child with opportunities to question, predict, explore, discover, create
and imagine, so each can develop his/her potential. Play-based planned and spontaneous
experiences allow for fun, whilst children learn foundational concepts and develop their literacy,
numeracy and critical thinking skills.
Our educators model Christ’s love and support children to know God better and to develop godly
character traits. These are modelled and interwoven throughout our learning experiences.

Christ-Centred Caring
Our focus is to encourage, support and love children. Our educators are caring professionals who
provide a warm, nurturing and safe learning environment. When children feel loved and cared
for, they can learn effectively.
We respect and recognise that children are unique, having different personalities, skills and
cultural backgrounds. Therefore, a significant part of our role is encouraging children to
understand their value to God and others. Children are cared for so they can experience a sense
of Belonging to a community; and so they can recognise themselves as Being unique individuals
whilst Becoming confident, involved learners, capable of taking on challenges through each stage
of development.

Christ-Centred Serving
We support and encourage children to do their best with the skills and abilities God has given
them rather than to be the best.
Loving boundaries and predictable routines provide children with a sense of security and
opportunities to learn how to respect and respond appropriately to authority. In doing so, they
can develop servant hearts and a sense of citizenship.

Christ-Centred Community
We recognise children are transitioning from their family unit into the wider community. This
means building relationships within a larger group of people whilst valuing each community
member. Small and large group activities support the development of social skills, including
communication, collaboration, sharing, turn-taking, problem solving, persistence, empathy,
diversity and cooperation.
We build and strengthen connections with the wider College and local community by providing
activities such as incursions, special days, shared events, buddy experiences and a comprehensive
transition program. These help children to develop a strong sense of belonging.
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What is our pedagogical approach?
Reggio Emilia Inspired Approach
Our integrated play-based program is influenced by the Reggio Emilia inspired approach, which
we interpret from a Biblical worldview within our local Australian context. This approach offers
children the time and opportunity to explore, discover, question and predict as they wonder and
imagine and create. We use Reggio principles to frame our thinking and learning approach, to
observe what children know and are curious about, and to understand what challenges them.
Image of the Child: We see children as strong, competent, curious, resourceful and having
enormous potential. They are constructors of knowledge and actively seek to make sense of God’s
creation and the world around them.
Relationships: These are crucial to children’s learning and social development. We focus on
developing a sense of community, based on respect for others, openness, constructive
coexistence and listening. Open communication between parents and educators help parents feel
involved in their child’s learning.
Listening: "Why do we forget so easily that in order to talk, we first have to listen?" (Eulalia Bosch).
We listen to each child, observing them closely, asking questions and exploring their ideas, to
model and encourage children’s receptive and expressive language skills.
Environment: We recognise the environment is ‘the third educator', contributing to and
supporting learning. We are committed to creating spaces which enhance and facilitate children’s
learning experiences. Children learn from their surroundings and we consciously create beautiful,
purposeful and orderly spaces. Children are encouraged to spend time on projects of interest.
Teacher: Educators are viewed as facilitators and researchers, learning with and showing respect
for each child. Children discover and learn in different ways and we refer to this as the Hundred
Languages (See Appendix A). Languages include drawing, painting, sculpting, creating collages,
acting, dancing, moving, singing and creating music ...and a hundred more.
Projects: Children are seen as protagonists, actively constructing their own knowledge whilst
engaging in long-term, sustained learning projects which interest them. We continually craft
experiences to provoke children’s learning.
Documentation: Work is documented and displayed, as scripts, photos, drawings and digital
recordings, so children can see their thinking and understanding; and so educators and parents
can better understand and value children’s learning. Revisiting documentation supports the
ongoing nature of children’s interests, learning and development.
Collaboration: Children learn best as they work with others: peers, family, educators and the wider
community. Parents can provide ideas and skills to involve them as active partners in children’s
learning. Educators encourage, support and develop collaborative learning opportunities.
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Nature pedagogy
“Nature pedagogy” is a term we use to describe how we embrace nature as a key way of working
with children. We bring nature into our classrooms, with plants and class pets; and connect with
outdoor spaces, such as our play areas, frog garden, mangroves and excursions to the beach.
According to Claire Warden, a well-renowned nature pedagogist and experienced early childhood
teacher, “proven benefits of outdoor play range from a greater sense of wellbeing and better selfdiscipline to improved concentration, imagination and social skills. Just think for a minute how all
the body’s senses are engaged outside in an ever-changing environment, compared with being in
a sterile room for extended periods of time. Education through nature is a way to stimulate
authentic, higher-order thinking.”
At our ELC we embrace nature pedagogy and use every possible opportunity to create learning
experiences in the natural environment.

10

What is the Early Years Learning Framework?
As a learning community, the National Early Years Learning Framework [EYLF] frames our
curriculum and guides our conversations. The document provides a common language, around
young children’s learning, for children, their families and educators, other professionals and the
wider community.
More information about the EYLF can be found on the Department of Education website
(http://deewr.gov.au/early-years-learning-framework).
OUTCOME 1: CHILDREN HAVE A STRONG SENSE OF IDENTITY
 Children feel safe, secure, and supported
 Children develop their emerging autonomy, inter-dependence, resilience and sense of
agency
 Children develop knowledgeable and confident self-identities
 Children learn to interact in relation to others with care, empathy and respect
OUTCOME 2: CHILDREN ARE CONNECTED WITH AND CONTRIBUTE TO THEIR WORLD
 Children develop a sense of belonging to groups and communities and an understanding of
the reciprocal rights and responsibilities necessary for active community participation
 Children respond to diversity with respect
 Children become aware of fairness
 Children become socially responsible and show respect for the environment
OUTCOME 3: CHILDREN HAVE A STRONG SENSE OF WELLBEING
 Children become strong in their social and emotional wellbeing
 Children take increasing responsibility for their own health and physical wellbeing
OUTCOME 4: CHILDREN ARE CONFIDENT AND INVOLVED LEARNERS
 Children develop dispositions for learning such as curiosity, cooperation, confidence,
creativity, commitment, enthusiasm, persistence, imagination and reflexivity
 Children develop a range of skills and processes such as problem solving, enquiry,
experimentation, hypothesising, researching and investigating
 Children transfer and adapt what they have learned from one context to another
 Children resource their own learning through connecting with people, place, technologies
and natural and processed materials
OUTCOME 5: CHILDREN ARE EFFECTIVE COMMUNICATORS
 Children interact verbally and non-verbally with others for a range of purposes
 Children engage with a range of texts and gain meaning from these texts
 Children express ideas and make meaning using a range of media
 Children begin to understand how symbols and pattern systems work
 Children use information and communication technologies to access information, investigate
ideas and represent their thinking
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When and how can I access the ELC?
Directory
Portside Christian College Long Day Care (LDC)
Ph:
08 8341 5133
Fax:
08 8242 3046
Mobile:
0499 500 385
Head of ELC:
rina.visser@portside.sa.edu.au
Registrar:
alison.thomson@portside.sa.edu.au
Finance enquiries: belinda.elsegood@portside.sa.edu.au
Website:
www.portside.sa.edu.au

Opening Hours
Our ELC is an approved Long Day Care Centre, offering care 7.15am – 6.00pm, Monday through
to Friday (excluding public holidays and staff training days), for a minimum of 48 weeks a year.

Entrance to the College
The College has designated car park entrance and exit strategies:
Between 7.00am – 8.40am and 3.00pm – 3.40pm, all cars must enter via the northern entrance
(near the train station) and exit via the southern exit (adjacent to the basketball courts).
At all other times the northern entrance is to be used for both entry and exit. The southern gates
are closed to secure the College grounds.

Parking
The College car park is very busy from 8.15am – 8.40am and from 3.00pm – 3.40pm. Due to
limited parking, you may prefer to avoid these busy times when collecting and dropping off your
children.
If you are unable to find a park on site, we suggest parking across the road and walking down to
the traffic lights and pedestrian crossing on the corner of Bower and Causeway Road. Please do
not walk across Causeway Road in front of the Church as this is very dangerous.

Accessing the ELC Building
Access to the ELC between 7.15am – 9.00am during school terms, and at all times during school
holidays, is via the coded gate near College Administration. A security code for the gate will be
issued to all families via SMS.
Access to the ELC from 9.00am - 2.30pm during school terms is via College Administration.
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Facilities
The ELC has three rooms each with their own toilet facility. At the rear of the ELC is our beautiful
natural space, with a range of equipment for children to play with and explore.
ELC children have access to a range of College facilities, when not being used by older students.
These include the Library Resource Centre, playground, gymnasium, oval, mangroves,
Environmental Science room and the frog garden.

College Map

GATE OPEN
8.00AM – 8.40AM
3.00PM – 3.40PM

GATE OPEN
8.00AM – 8.40AM
3.00PM – 3.40PM
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How is the ELC structured?
The ELC is divided into three rooms. The room names represent precious stones for precious little
people. The children are grouped chronologically according to age:
Room

Type

Age

Emerald

Pre-school

3 + years

Sapphire

Kindergarten/
Pre-school

3.5 + to 4
years

Ruby

Kindergarten

4 - 5 years

Focus
● Introducing children to the ELC
● Establishing routines
● Increasing independence
● Social development
● Understanding self and others
● Developing fine and gross motor skills
● Increasing vocabulary and language skills
● Developing critical thinking
● Increasing learning behaviours outlined
above (academic, social, emotional
behaviour)
● Expanding vocabulary and conversation
skills
● Increasing phonemic awareness and
foundational numeracy concepts
● Preparing children for school
● Providing opportunities for a smooth
transition into Foundation

Children transition into the Sapphire or Ruby Group the year before they enter school.
Children’s learning is analysed through observations, learning stories and anecdotal notes.
Discussions regarding children’s progress are conducted throughout the year, at both Parent
Teacher Conferences and informal meetings.
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Who will be interacting with my child?
We have a wonderful group of dedicated, caring, professional Christian educators working in our
ELC. Our nurturing staff consider it a God-given privilege to work with children and to partner with
families. Our educators are all qualified with either a Certificate or Diploma in Children’s Services,
or a Bachelor Degree in Early Childhood.
Our current ELC educators are as follows:
Director of ELC
Mrs Rina Visser was extremely blessed to join the College staff
at the beginning of 2014. She holds a Bachelor of Primary
Education and Early Childhood Education and a Masters in
Special Education.
She is married to Mr Anton Visser, the Deputy Principal, and has
3 children: A married daughter, who is a registered nurse; a son
who is a Navy engineer; and her oldest daughter, a practising
physiotherapist.
Her teaching career is filled with rich experiences of working
with junior primary children across different cultures and
countries and filling various leadership roles. She believes every
person is a gift from God and therefore, unique. Supporting
families and nurturing children to develop their potential brings
her great joy.
Rina Visser

Mrs Visser’s role as Head of Early Years is to support staff in
planning and developing programs and curriculum from a
Biblical perspective, and to manage resources.
She oversees implementation of the Early Years Learning
Framework and National Quality Standards, in partnership with
parents and staff, to create a safe and rich learning environment
where families can flourish.
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Emerald Group Leader
Mrs Lyndell Gay graduated in 2017 with a Bachelor or Education
(Early Childhood) completed externally through Curtin
University, Western Australia. She held a position as support
officer in 2017, working alongside the Emerald Team. In 2018 she
assumed the role of Emerald Room leader. Her family has been
part of the College community for the past twenty years, all
three of her children completing their education at the College.
She is happily married to Andy, life partner of 27 years.

Lyndell Gay

Mrs Gay’s passion is to see each child realise their God-given
potential. She embraces nature-based pedagogy and can be
regularly seen exploring natural environments around the
College, with a group of enthusiastic children in tow. She
advocates play-based learning: children’s natural context for
investigating and exploring what they know and would like to
find out. Team is important and she is committed to helping each
educator find their sweet spot, play to their strengths and enjoy
the journey.
Mrs Gay enjoys bushwalking, reading a good novel and spending
time with her family. Summer time is water sport time and she
and her family migrate for three weeks camping on the shores
of Lake Bonney.
Ruby Group Leader
Mr Ben Brill graduated in 2015 with a Bachelor of Early
Childhood Education from the University of South Australia and
has been with the College since 2016. Ben taught Reception to
Year 2 students in 2016 and transitioned to the ELC in 2017. He
is married to Sophie, who began at the College in 2017 teaching
Year 5’s.

Ben Brill

As a passionate early childhood educator, Mr Brill brings an
energy which inspires active learning engagement. He is
responsible for planning and implementing curriculum, guiding
and encouraging his team, partnering with families, and for
overseeing learning in the Ruby Room. His warm smile, friendly
personality and caring nature ensures children are connected
and well-supported to reach their full potential.
Mr Brill loves basketball, playing many times each week, and also
enjoys movies. He looks forward to getting to know his Ruby
Room children and families.
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Sapphire Group Leader
Miss Lyndal Donaldson has been at the College since 2013,
beginning her journey in OSHC before joining the ELC team in
2015. She holds a Bachelor of Education (Primary), obtained in
2013 from the University of South Australia, and a Graduate
Certificate of Education (Early Childhood Studies), obtained in
2017 from Edith Cowen University.

Lyndal Donaldson

Miss Donaldson believes that God has intentionally created each
child uniquely, and she strives to unlock and strengthen their
individual, God-given gifts. She is a strong advocate that all
children deserve the opportunity to discover their talents and
reach their full potential. Her strength lies in working in a team
where each educator feels supported and empowered to work
to their strengths in a positive learning environment.
Miss Donaldson loves building with wood, and playing basketball
and tennis. She looks forward to getting to know her Sapphire
Room children and families.
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Our ELC assisting educators are:

Elyse Antoniw

Anita Bittner

Emilie Bitzer

Moira Croucher

Sheree Franov

Ellice Kalialaha

Karina Kyriazis

Nadia Nagle

Amy Nyback
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Kika Palmer

Tracey Sawtell (Admin)

Chantal Vandenberg
Our assisting OSHC educators are:

Sheryl Godfrey
Director
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Jessica Simpson

How can I prepare my child for ELC?
In the months leading up to your child’s attendance at ELC, there are a range of strategies you can
use to help them prepare for their first day:
●

Come to our Orientation
We host an hour long Orientation before the start of each Term so families can see the
ELC, meet the educators and ask any questions.

●

Look at our staff photos
Show your child the staff photos in this handbook so they can be familiar with the people
who will be caring for them (An electronic version of this handbook is on our website).

●

Talk positively about what will happen at ELC
Calm confidence about starting ELC supports children’s transition into the setting. We
appreciate parents may feel anxious about this new season for their little ones and staff
are ready to offer their support. Talk regularly to your little one about meeting their
educators, the other children they will play with, the fun they will have and the exciting
things they will do at ELC.

●

Read books to them about starting school
Find some books at your library which talk about starting school. Read them together and
emphasise the fun activities children are doing in the stories.

●

Involve them in choosing the things they need
Take your child along to the shops and help him/her select a school bag, lunch box, water
bottle and an easy-to-apply sunscreen. Please ensure each is clearly labelled with your
child’s first and last name.

●

Talk them through their fears
If your child expresses a particular fear, such as feeling shy or being afraid about the first
day, talk it through with them giving some practical strategies they can use. For example,
talk about how to make friends by asking “Would you like to play with me?” or “Can I do
that puzzle with you?”

●

Practice skills at home
Practice skills they will need at ELC. For example, support your child to practice opening
and closing their lunch box and water bottle; prepare them to say “Good morning” to
friends and educators; show them how to take turns or to politely ask for something; and
role play how to ask an educator for help.

●

Discuss daily routines
Discuss daily routines before arriving at the ELC. For example, “When you first get to ELC
we will put your bag away and then you can play for a while with some toys.”
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●

Introduce them to other children
Children can find it easier to settle if they can make friends with other children who will
be attending ELC. One idea is to join in the Portlife Church’s Green Monkeys playgroup,
especially if you do not know any families attending ELC. They may be able to introduce
you to parents with children in the ELC. For more information, please see their Facebook
page.

●

Practice leaving them
If your child is not used to you leaving them for a whole day, you could ‘practice’ by leaving
him/her with close friends or family members for a few hours at a time.
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What does my child need to bring to ELC?
Please remember to clearly label everything your child brings to ELC. A good rule is: If your child
can put it down, it needs to be labelled!

ELC Backpack
We recommend using a small backpack with enough room for all the items listed below. Allowing
your child to help choose a fun, colourful bag can help him/her feel excited about attending ELC.
Please pack the following items:
●

College hat
Children must wear a clearly labelled College hat, in accordance with our Sunsmart Policy
(see page 45).

●

Full set of spare clothes
As a requirement of entry into the ELC, children must be toilet trained. However, we
understand children can have ‘accidents’ and may also get wet/dirty during fun activities.
Please pack a full spare set of weather appropriate clothes, preferably in ELC colours, into
a plastic bag. This will include: Navy logo free pants, underwear, navy logo free top, socks
and shoes. Please ensure each item it clearly labelled.

●

Library bag
A library bag will be provided for Ruby and Sapphire Room children. Please ensure this is
in your child’s bag on library days, as communicated in the ELC newsletter. Emerald room
children may borrow library books with their parents between 8:15am and 4:00pm on the
days they attend.

●

Water bottle
Please choose a water bottle your child can easily open and close (clearly labelled). In hot
weather you may like to add ice. Drinking water is also accessible from water fountains,
in the classrooms and outdoor play areas.

●

Lunch box/bag
A clearly labelled insulated lunch box/bag is a good choice for keeping food cool and safe.
Please use food containers children can easily open and close. Food should be separated
into:

●

-

Morning fruit (whole fruit/cut into pieces) and a snack

-

Lunch

- Afternoon snack
Small pillow
Children will need a small pillow for rest time. A blanket is provided for children who have
a sleep. These are washed at the College.
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Food
Eating Times
Eating times are considered relaxed, happy occasions; and staff are encouraged to sit and eat with
the children. Eating with friends provides opportunities to practise conversation and fine motor
skills and to learn about different foods.
Children are encouraged to eat their food but will not be forced to do so. Any uneaten food will
be left in their lunch box so parents can see how much has been eaten. Food allergies and
intolerances imply that food sharing is not allowed.
Please pack food for each scheduled eating time. Fresh is best and, so, we strongly encourage you
to avoid processed and packaged foods. This also supports our Centre’s sustainability focus to
wipe out waste. Please choose containers children can open and close independently.
Below are some examples of foods you can pack:
Meal
Mid-Morning
Snack Time

Afternoon
Snack Time

Lunch

Examples
● Apple
● Pear
● Banana
● Peach
● Nectarine
● Grapes
● Mandarin
● Cherry
tomatoes
● Yoghurt
● Muesli bar

●

●
●
●

●

●
●
●
●
●
●
●
●

Crackers and
cheese
Fruit bar
Pikelet
Scones
Popcorn
Small fruit
muffin
Dried fruit
Fruit bun

Sandwich (with some protein
such as cheese, turkey, ham or
chicken)
Wrap
Roll
Cut vegetables (e.g. carrot,
cucumber, cherry tomatoes)
and hummus
Cheese

Comments
● Please cut or peel fruit if your
child is unable to eat it whole
● Please remember to only pack
nut-free foods
● Avoid foods which have no
nutritional value (e.g. lollies,
chocolate, chips)
● Try packing small amounts of a
variety of foods to make meal
time interesting
● Eating yoghurt with a spoon
supports fine motor
development so please avoid
packing yoghurt sipping
pouches
● Please avoid foods which need
to be heated

Please note: A fruit platter/snack will be provided for children who remain after 4.00pm.
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Food Storage
Due to the Education and Care Services National Regulation 77, ‘Health, hygiene and safe food
practices’, at around 9.30am after morning snack, we refrigerate all food items at risk of food
poisoning (dairy products, cold meat or processed meat).

Anaphylaxis
Some children in ELC suffer from anaphylaxis (a severe, rapid and potentially fatal allergic
reaction) and so we ask you to avoid including all nut products and, at times, boiled or scrambled
eggs.

Start of the Year / Mid-year entry
At the start of the year (or when your child commences ELC) we ask your child bring:
●

A photo of your family
We encourage you to include a photo of your family in the ‘All about me’ sheet to display
on our wall. Children enjoy showing others what their family looks like. Educators can
also use the photographs to help settle children.

Toys from Home
Children are not allowed to bring toys to the ELC as these tend to get lost, damaged or cause
arguments. The ELC has a wide range of educational toys and games which are readily available
to children. Once a fortnight, children will have an opportunity to bring a special item as part of
our Sharing Days. Children may bring a comfort item for rest time, however, we discourage
soothers as this can impact speech.
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What should my child wear to ELC?
Clothing
The ELC uniform consists of a navy polo shirt, blue shorts/track pants, a jumper and a hat. The
uniform is compulsory and is available for purchase from the College uniform shop. Navy blue,
logo free jumpers, pants or leggings may be purchased from local stores.
We play in all weather conditions (taking safety into consideration). Please provide a rain jacket
and gumboots on rainy days.
Please make sure all clothing items are clearly labelled so lost items can be easily returned. Any
unmarked clothing will be placed in a Lost Property basket, located in the ELC foyer. Unclaimed
items will be donated to charity at the end of each term.
From time to time, children may have accidents. Wet clothes, from water play, will be placed in a
plastic bag and returned to your child’s bag. Wet clothes from toileting accidents will be secured
in a labelled plastic bag and placed into the ‘Oops’ box, located in the room’s toilet area. A
notification message will appear on QK kiosk and a tag will be attached to your child’s bag,
indicating there are clothes to be collected from the ‘Oops’ box.

Footwear
Children should wear shoes which provide good support for outdoor play.
In summer, children can wear sandals. Thongs are not permitted. In winter children should wear
sneakers (with Velcro fasteners). Rain boots can be worn on rainy days.

Jewellery
For safety reasons (e.g. choking), children should not wear jewellery to the ELC.

Hair
Girls wear their hair up in a ponytail, bun or plait. Please follow the College hairstyle policy, which
stipulates modest cuts and styles.
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What is the process when we arrive at ELC?
Starting Time
Children can be dropped off from 7.15am onwards. During the school terms, our qualified Out of
School Hours Care (OSHC) and one of our ELC educators will provide education and care in the
Emerald Room until 8.20am, when children will transition to their own rooms. During school
holidays, ELC staff provide education and care from 7.15am onwards.
At approximately 9.30am, each group gathers for Circle/Mat Time. Children benefit greatly from
this morning gathering and we recommend you arrive by 9.00am to allow time for your child to
settle.

Sign in
On arrival at the ELC building, please use the QK Kiosk to sign in your child. It is a government
regulation to record session attendance and absence. Each parent or grandparent needs their
own login details. iPads, to access QK Kiosk, are located on the bookcases to your left and right as
you enter the ELC building. Educators are available to assist.

Lunchbox and water bottle
Place your child’s lunch box in the large labelled trolley located in or adjacent to your child’s
room. Place your child’s water bottle in the labelled container, located inside the classroom for
easy access. Lunch boxes are stored in cold storage following morning snack (around 9.30am).

Communication
Each child has a communication pocket, found at the room entrance. Newsletters and letters will
be placed here for you to collect.
Where appropriate, concerns can be shared with the staff in person. If additional time is needed,
please write a short note in the Parent Communication book which is available in each room. This
is checked and signed daily.
Alternatively, leave your contact details and a short message with the Administration Manager or
Head of Early Years and we will arrange a time to meet/contact you.
At times a message may also appear on QK Kiosk (sign in system).

Library Bag
On your child’s library day, please place his/her library bag in the Library box, located in each
room.
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Sharing Day
On your child’s sharing day, please place a clearly marked sharing item in the large box provided
in each room.

Locker
Children have individual lockers in their room to store their school bag. Please help your child find
his/her name in the container, located near the door, and place it on an empty locker. We
encourage independence and over time, children begin to take pride in following morning
routines.

Sunscreen
On arrival, please apply sunscreen. Staff will assist children to re-apply through the day to adhere
to the Sunsmart recommendations.

Hand Sanitiser
Use hand sanitiser on arrival.

Advise the Educator
When you arrive, please connect with one of the group educators so they can support transitions
into the room.

Time to Leave
We encourage children to develop independence. To help your child, we recommend you take a
few minutes to say good-bye and then an educator will help him/her to join in an intentional play
activity. If your child is reluctant to leave you, our educators are ready to assist with settling in.

First Day
On the first day, please allow extra time as children may take a little longer to settle. We are
happy for parents to stay for a little longer to help the process.
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What should I do if my child won’t settle?
If you find your child is finding it difficult to settle when you drop them off, you may want to try a
few of these strategies.
●

Be organised
Running late and rushing around can make children anxious. Aim to arrive with plenty of
time to settle your child before you have to leave. This can help you to stay calm and can
make the process smoother.

●

Involve children in drop off
Sanitise hands together when you arrive. Help your child to find their name, choose a
locker and place his/her name on the locker. Assist with the lunch bag (trolley) and water
bottle (tray). Apply sunscreen together. These regular routines can help to build
confidence and a sense of security.

●

Introduce them to other children
Introduce your child to other children and ask if they can play together; or spend time
reading a book or playing a game and include other children.

●

Ask them to show you around the class
Ask your child to show where the puzzles are or where his/her special book (portfolio) is.
This helps to move children away from the door and reminds them of the fun things they
do at ELC.

●

Connect them with an educator
Our educators are ready to help settle your child and involve them in activities.

●

Remind them you will come back
We recommend parents never ‘sneak’ away from children without saying goodbye.
Instead, give your child a kiss and hug and tell him/her you are going to do work and then
will be back. Instead of referring to a specific time, which may be difficult to understand,
say “I will pick you up after lunch” or “I will pick you up after rest time”. The visual
schedule, displayed on the whiteboard, is a helpful tool. A waving routine, such as “Stand
at the door and wave when Mum/Dad leaves” can be helpful.

●

Pick them up earlier
You may want to collect your child earlier than usual for the first few weeks whilst your
child learns to be away from you for longer periods of time.

●

Ask someone else to drop off your child
If your child continues to find it difficult to settle, consider whether it is attending the ELC
or leaving you which is the problem. If the latter, you could ask another familiar friend or
family member to help with drop off for a few weeks. This may help break the pattern
and your child may be happier going to ELC.
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What will my child do at ELC?
Early Years Learning Framework (EYLF)
Our ELC program is underpinned by Biblical principles, which reflect the EYLF Learning Outcomes,
and is inspired by Reggio principles. The program is displayed in each room as well as on
Storypark, an electronic version of children’s documented learning.

ELC Program
Each term the ELC explores a focus concept, based on our Christ-Centered values. A research
question is constructed to guide term investigations. For example, for Christ-Centered
Community: How can our community truly value the world around us?
A variety of focus books and topics are chosen to reflect children’s interests within a range of
learning areas to ensure they are exposed to a wide range of skills and knowledge. Program
designs are tailored to suit the different age groups.

Intentional Learning Areas
●

Foundational Numeracy concepts

●

Foundational Literacy / Language concepts

●

Creative Expression

●

Physical Growth

●

Discovering our World (Project work)

●

Emotional literacy / Christ-Centered Living

●

Imaginative Exploration / Dramatic Play

Example of a Daily outline
Each week is timetabled and a program set out for each day. Below is an example of a program
for one day in the Sapphire and Ruby Groups in ELC:
Time
7.15 – 8.15am

Activity
Intentional
collaborative play
in the Emerald
Room

8.15 – 9.15am

Morning time in
each room
Morning Meeting

9.15 – 10.45am

Details
● Light box
● Construction
● Puzzles
● Box making
● Imaginative play
● Gross and fine motor activities
● Caring for our animals
● Watering plants
● Share stories
● Play experiences
● Mat Time
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●
●

Fruit / Snack Time
Inside / Outside Play Experiences e.g.
literacy, numeracy, problem solving,
building, investigations
10.45 – 12.15pm
Focus Small
Literacy
Groups – Indoor / ● Jolly phonics sound (‘a’ is for ‘Ant’)
Outdoor
● Pre-lit program (Rhyming, phonemic
awareness)
● Vocabulary building (Smooth, rough, large)
● Mark making
● Pencil grip (fine motor activity)
● Puppets (language development)
Numeracy
● Foundational Maths concepts
● Vocabulary (more than, less than etc.)
● Thinking processes (critical thinking,
investigations and problem solving)
Project work
● e.g. Silkworm investigation
Library / Gym / Frog Garden
12.15 – 1.00pm
Devotion and
● Children listen to a Bible story, learn
Lunch
scripture and enjoy lunch together
1.00 – 2.00pm
Rest Time
● Quiet resting activities, story time
2.00 – 3.30pm
Outside / Inside
● Balancing
Play
● Imaginative play
● Gross and fine motor activities
● Sand pit
● Water play
● Painting
● Puzzles/games
● Construction
● Book corner
3.30 – 3.50pm
Packing up
● Tidy outdoor equipment, indoor resources,
pack bags
3.50 – 4.00pm
Centre Worship
● Singing worship songs
● Thanking God
4.00 – 4.30pm
Afternoon
● Investigations, Storytelling, puzzles,
experiences
woodwork, box making
4.30 – 4.45pm
Afternoon snack
● Fruit platter provided
4.45 – 6.00pm
Intentional play
● Story time, dancing, dramatic play
and packing up
● Recycling/sustainability
All groups have weekly focus books, topics and tailored room arrangements to suit each group.
Learning experiences vary from day to day, depending on children’s learning needs. For example,
sometimes lunch is at 12.30pm and sometimes rest time begins at 1.00pm. Please see the weekly
routine displayed on the door of the room or alternatively, the electronic version on Storypark.
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Weekly Experiences
Information Technology (IT)
Children use a variety of age-appropriate iPad applications and programs to enhance learning and
build confidence with using IT.

Library
Children regularly visit the College Library Resource Centre so they can learn how to browse and
borrow books. A story is read by one of the librarians. Ruby and Sapphire Room children have the
opportunity to borrow a book each week. Parents are welcome to visit the library and borrow
books everyday between 8.20am – 3.20pm.

Gym
Children visit the gymnasium to play a variety of games using sports equipment which supports
specific gross motor skills. Children must wear shoes which are safe and appropriate for sporting
activities.

Music
Children enjoy music experiences throughout the day and are exposed to various elements of
music, including listening, singing, moving and playing instruments.

Project Work
Each term we focus on an element e.g. water, earth, wind or fire that is explored through project
work. Children critically consider issues around sustainability, nature and gardening.

Rest Time
Rest time is a vital component of our daily program where children learn to listen to and respond
to their bodies. Children are different and whilst some may need a nap, others may need a quiet
activity. Please have a discussion with the educators to help them provide for your child or
complete the ‘Sleep Sheet’ in each room.
Emerald Group
Children in the Emerald Group use beds for rest time. It is not essential for children to sleep,
but it is important they have time to rest or sleep, when needed. If your child sleeps, we
will note it on the whiteboard. A small pillow and a cuddle toy is needed and should be taken
home after each session. Each child will have access to a blanket, which is washed daily at
the Centre.
Sapphire and Ruby Groups
Children may not necessarily use beds for their rest time, however, a range of relaxing and
quiet activities, such as reading, drawing, listening to soft music or lying on cushions, are
provided. Children who need a nap will do so on a bed. All children need to bring a clearly
labelled small pillow to use and take home after each visit.
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Conversation
Children develop sharing/conversation skills through using family moments shared with us. Please
share any special photos/moments with the teachers via Storypark or email:
Emerald Room: lyndell.gay@portside.sa.edu.au
Sapphire Room: lyndal.donaldson@portside.sa.edu.au or rina.visser@portside.sa.edu.au
Ruby Room: ben.brill@portside.sa.edu.au

32

What is the process for collecting my child from ELC?
Who Can Collect
Only parents/guardians and authorised nominees are permitted to collect your child. If there are
changes to this routine, please contact College Administration and provide the details for the new
nominated person. Where possible, introduce new nominees to the educators. Authorised
nominees will be added to QK Kiosk so they can sign in and out and be asked to provide photo ID
as proof of identification. Please ensure authorised persons use their OWN phone number and
pin to sign children in / out.

Finishing Time
Children may be collected any time during the afternoon up to 6.00pm.
Between 3.45pm and 4.00pm, all ELC children will meet in the Sapphire room for an afternoon
program.

Lockers / Communication Pockets
Please collect all newsletters and communication from the communication pockets located
adjacent to each room door. Please ensure your child’s locker is cleared after each session. This
includes hats and pillows.

Communication Book
We encourage you to write any notices in the Parent Communication book located in each room
at the entrance.

Lunchbox / Water Bottles
Collect lunch boxes and water bottles from the trolley.

Name on Locker
Help your child remove his/her name from the locker and return it in the container provided.

Advise the Educator
Remind your child to say goodbye to a staff member when they leave.

Sign Out
Sign your child out on QK Kiosk (foyer iPad) using your OWN login details.
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How will I get feedback on my child’s progress?
Observation
Staff make observations of all children and document these following a format on Storypark, the
online forum. Observations focus on all areas of development to track children’s progress.
Observations include: Developmental checklists, learning stories, anecdotal records, running
records, comments/feedback, conversations with / contributions from parents, and group
observations and photographs.

Portfolio Folder
Through the year, educators gather samples of children’s work and photograph evidence to
include in portfolios. These are purposeful collections of work which tell the story of children’s
efforts, progress and achievements across developmental areas. Items include: Work samples and
observational records of children’s learning engagement, thinking, questions, creativity and
interactions with others. Portfolios invite children to revisit and reflect on their work; and support
educators to track and evaluate children’s growth, development and progress. These are available
for you to access at any time. Children enjoy sharing work with their families and we encourage
you to take a few moments to celebrate together. The folder will be yours to keep once children
exit the ELC to start school.

Online Portfolio Storypark
Storypark is the ELC portal where parents can access and view their children’s
published portfolio and learning goals. Families receive an email to register on
Storypark once they start at the ELC. For ease of access, the Smartphone App
(Storypark) can be downloaded to view and contribute to your child’s portfolio.
https://app.storypark.com/users/sign_in

Individual Planning
Together with families, staff plan long- and short-term learning goals, based on observations, to
support children’s development. Parents can contribute to goal-setting during informal
conversations or at Parent Teacher Conferences. Children’s goals are included on Storypark
(online portfolio).
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Parent Teacher Conferences
Parent Teacher Conferences, held in Term 2, are informal 10 minute meetings where parents can
discuss children’s progress in areas such as:
●
Self-care
●

Emotional/social development and friendships

●

Literacy/numeracy engagement

●

Participation in learning experiences and project work

●

Language

●

Fine and gross motor skills

Parents can establish learning goals with educators, and are encouraged to ask questions, offer
feedback and make suggestions.
Booking links will be emailed and an appointment time can be made online.
During Term 3 Ruby/Sapphire children who will enter Foundation the following year will have
another Parent Teacher Conference. Later in Term 4 a ‘Meet the Foundation teacher’ will be held.
For children who are transitioning between rooms in the ELC, a ‘Parents transition meeting’ with
the child’s new teacher will be held in Term 4

Reporting to Parents
A range of methods are used to report children’s progress through the year:
●
Informal conversations/discussions
●

Online observations and photo gallery available on Storypark

●

Parent Teacher Conferences

●

Portfolios

●

Transition meetings for Emerald and Sapphire Children remaining at ELC

●

Transition meetings for children entering Foundation

●

A transition statement at the end of the year for children entering Foundation
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How is appropriate behaviour guided?
Behaviour Guidance
The term ‘behaviour guidance’ reflects the positive and effective ways we can help children gain
understanding and learn skills to help them manage their emotions and behaviours and respond
to those of others.
Practices reflect our Christ-Centred College values to establish an encouraging, supportive and
loving environment which includes different personalities and skills. We are committed to
maintaining safe and happy places where children can learn and grow.
Our focus in the ELC is on the following:
Focus
Establishing positive relationships between all educators
and children
Promoting positive, empathetic and respectful
relationships between children by helping them
communicate and act in an appropriate manner

Providing opportunities for independence and selfregulation
Discussion of clear, reasonable boundaries so children
know what is expected

Modelling of appropriate behaviours, conflict resolution
and restoration
Development of social responsibility in children to raise
awareness of the impact of their actions on others
Safekeeping of all children
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Examples
Adhere to educators
Model appropriate language
and kind, safe responses.
Support children’s
collaborating, sharing,
negotiating and turn-taking
efforts
When frustrated, ask for help
rather than shout
Walking inside; sitting in
chairs without rocking; raising
hands instead of calling out;
and asking rather than
snatching
Use appropriate words to
communicate
Respect each other’s
drawings; care for our
equipment and resources
Always wash your hands after
using the toilet or when
coming in from outside

Positive Behaviour
Children will be regularly encouraged for their positive behaviour, including:
●
Verbal praise
●

Sharing positive moments with parents

Inappropriate Behaviour
Inappropriate, challenging behaviour is guided by our ELC staff with the following strategies:
●
Speaking to a child privately, explaining why the behaviour is inappropriate and explaining
what appropriate looks/sounds/feels like (eg how to ask nicely for something another
child is using, how to use a toy appropriately).
●

Observing behaviours to determine what the cause might be.

●

Using redirection or distraction.

●

Providing encouragement when appropriate behaviours are displayed.

●

Using ‘Time in’ to assist a child with self-regulation.

●

Reminding a child of the consequences if they do not change their behaviour.

Children who display behaviours that pose a risk to other children will be temporarily removed
from the environment for intervention. Educators will communicate any incidents with parents.
Ongoing challenging behaviours, which may impact the safety and/or learning of other students,
will be addressed collaboratively with the parent/s, the Head of Early Years and the College
Principal.
Concerns regarding behaviour should be discussed with Group Leaders, who can assist in
identifying strategies to support positive relationships.

Incident with another Child
If two or more children are involved in an incident, ELC staff will take the following additional
steps:
1.

Find out what happened (speak to staff or students who witnessed the incident).

2.

Talk to both children.

3.

Encourage the children to identify and express their feelings.

4.

Encourage the children to reconcile, apologise and forgive each other.

5.

If the incident was significant, talk to both parents.

6.

Document the incident.

7.

Advise the parents of what actions will be taken to reduce the likelihood of another
occurrence.
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Insecurity, Sadness and Unsettled Behaviours
If children find it hard to settle after their parents leave, or if they are feeling sad or insecure
during the day, educators will try a range of positive strategies:
●
Have close contact with the child (e.g. sit with the educator).
●

Distract the child and engage them in a fun activity.

●

Discuss and acknowledge their feelings.

●

Use the ‘Time of Day’ visual schedule to help track ‘home-time’.

●

Give the child something special (‘just for me’) to hold when they feel sad or insecure.

●

Go for a walk to the Library Resource Centre to choose a special book.

●

Go for a walk around the College or revegetation area

●

Use the ‘All about Me’ booklet and family photographs to help the child feel secure.

●

Ask the parent to bring something special from home to hold.

Educators will call parents if unsettledness and feelings of insecurity persist.
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What happens if my child is sick?
Injury and Illness at ELC
If at any time a child feels unwell or has a minor injury at the ELC, an educator will assess and, if
appropriate, treat the child. All educators are First Aid trained.
Any accident or illness will be recorded on an Incident/Injury Record Form or an Illness Record
Form. If your child has an injury/illness, a note will be placed in his/her red communication pocket
at the entrance of the room, alerting you to read and sign the relevant form and then return it to
the communication pocket. Room leaders will collate these to discuss with the Director of ELC.
If an educator determines your child cannot stay in class, due to injury or illness, we will contact
you to arrange pick up from the ELC office, where an Illness Record Form will need to be signed.

Sickness
If your child is sick, please keep them home to rest and recover. We define a sick child as one
who:
●
Cannot participate in group activities
●

Needs individual care

●

Has a temperature above 38°c

●

Feels generally unwell

If your child has any of the following symptoms, please take them to a medical practitioner to
determine if there is any chance other children may have been infected:
●
Diarrhoea
●

Vomiting

●

Temperature above 38°C

●

Yellow or green nasal discharge

●

Abnormal skin rash

●

Constant pain

●

Inflammation of or discharge from eyes

If any of these symptoms are noticed, we will call you and ask you to collect your child.
IMPORTANT: If your child has a fever, vomits or has diarrhoea, they cannot attend ELC for 24 to
48 hours after symptoms have ceased and normal eating has resumed.
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Infectious Diseases
If your child contracts an infectious disease or condition:
●
Seek advice from your medical practitioner on how long your child should be excluded
from ELC.
●

Advise ELC as soon as possible, so we can inform other families to check their children for
symptoms. We will keep your child’s name confidential.

●

Wait until your child has fully recovered and received medical clearance before returning
to ELC.

If a child is diagnosed with a contagious disease, we require a medical note to certify it is safe
to return to ELC.
Please see Appendix B for minimum exclusion periods, provided by the Australian Government’s
National Health and Medical Research Council’s Staying Healthy: Preventing infectious diseases in
early childhood education and care services (5th Edition).
Note: To find out the exclusion periods for other infectious diseases please contact College
Administration or your medical practitioner.

Medical Conditions
If your child has a medical condition, please provide us with all relevant details so we can ensure
a suitable management plan is prepared and followed.

Allergies
Children suffering from allergies or food intolerances need to have a management plan from a
medical practitioner, outlining details of the allergy, medication and administration (if applicable),
and management of symptoms. These need to be submitted to the Director of ELC in hard copy
or uploaded on QK Enrol (the online enrolment / booking system).

Asthma
If your child has asthma you will need to complete an annual Asthma Management Plan (signed
by a medical practitioner) and provide ELC with an asthma spacer and inhaler (labelled by a
pharmacist with the child’s name, dosage and expiry date). The Asthma Management Plan
includes information about the storage and accessibility of the asthma spacer, prevention
strategies, response in an emergency, and communication with you.

Anaphylaxis
If your child suffers from anaphylaxis you will need to complete an annual Anaphylaxis
Management Plan (signed by a medical practitioner) and provide the ELC with an EpiPen®
(labelled by a pharmacist with the child’s name and expiry date). The Anaphylaxis Management
Plan will include information about the storage and accessibility of the EpiPen®, prevention
strategies, response in an emergency and communication with you.
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Medication
The ELC cannot administer non-prescription medication.
prescription medication whilst at ELC:

If your child needs to take any

1.

Advise your educator when you arrive.

2.

Complete a Medication Permission Form which asks for the following details:

3.

-

Child’s full name

-

Name of medication

-

Time and date of last dosage

-

Storage requirements

-

Time for medicine to be administered

-

Frequency of medication

-

Your signature and date

Give the prescription medication to an ELC staff member. Please note:
-

The prescription medication must be in its original container, showing the name
of the medication, the recommended dosage and the expiry date.

-

The prescription medication must be clearly labelled by a pharmacist with a
dispensing label.

-

The amount and frequency of the dose must not be different from the
recommended dosage on the packaging.

-

If more than one type of oral medication is to be administered during the day, you
need to include a letter from your doctor or pharmacist confirming that there are
no known negative interactions between the medications.

-

If prescription medication is to be administered for longer than 14 days, you must
provide a letter from your doctor or pharmacist.

4.

The ELC staff member will then administer the prescription medication, as per your
instructions. This will be witnessed by another ELC staff member.

5.

The ELC staff member will record the administration of the prescription medication on the
Medication Permission Form.

6.

The Medication Permission Form will be filed at the ELC.

7.

Please collect the remaining prescription medication when collecting your child.

Please note: Paracetamol (e.g. Panadol) CANNOT be administered by College/ELC staff.

Urgent Medical Attention
Please see the Health and Safety section in the College Handbook (available on the College
Website) for more information should a child needs urgent medical attention.
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Best Practice Hygiene at Home
One way to keep your child well is to encourage hygiene practices at home. These include:
●

Coughing into the inside of their elbow (not their hands) or into a tissue

●

Keeping their nose clean

●

Washing their hands after playing outside or with pets, before eating, after going to the
toilet, and after wiping their nose (see Hand Washing)

●

Not touching someone else’s blood

●

Not wearing someone else’s hat

●

Not using someone else’s water bottle

●

Not chewing or licking toys

Hand Washing
To minimise spreading germs and illnesses, we encourage children to use the hand sanitiser during
the day. We also monitor handwashing before and after eating; after toileting and wiping noses;
and following messy play. We teach the children a handwashing song (Tune: ‘Row, row, row your
boat’):
Wash, wash, wash your hands
Wash them every day
In and out and in between
To keep the germs away
When you sing ‘in and out’ you wash the tops of your hands; and when you sing ‘in between’, you
interlace your fingers to wash in between.
We encourage you to sing this song with your child when washing hands at home to reinforce
good hand washing practices.
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How can I best communicate with the ELC staff?
Communication with Room Leaders
If you need to discuss something with the ELC Director or a group educator, you can make an
appointment by calling College Administration on (08) 8341 5133 / 0499 500 385 or by sending an
email to rina.visser@portside.sa.edu.au. Please do not hesitate to approach the ELC Director.
There may be opportunities at drop-off or pick-up for brief discussions; however, we ask you to
avoid lengthy conversations with group educators at arrival times so they can give their full
attention to the children. If you need to advise a group educator regarding something for the day,
please write details in the Communication Book, located in each room. If the matter is urgent,
please speak to the ELC Director. Information which needs to be communicated to all educators
will be relayed via room diaries, which are checked by educators at the start of shifts.

Communication Books
Communication books are located in each room near the sunscreen list.
If
you
need
to
notify
the
group
educator
about
anything
relating
to your child, please write a note in the Communication Book. Educators will read and sign the
book to indicate it has been viewed. A note maybe added to Storypark if preferred.
Examples may include:
●
Approximate pick up time. This is helpful for children who are unsettled/concerned as we
can comfort them using the visual schedule.
●

Anything the educators should be aware of (e.g. if the child has had an unsettled night’s
sleep, has an upset stomach, has hurt themselves, has had an upsetting experience, or is
having difficulties with another child)

●

Any fun, exciting things the educators could talk about with the children (e.g. a new pet,
going on holidays, family visiting from overseas)

●

Questions about your child’s learning

●

Requests for advice about how you can support your child’s learning and development

●

Information about your child’s medication (e.g. antibiotics)

If we need to communicate with you about your child we will write a note on QK Kiosk, have a
conversation at pick-up time, make a telephone call, or send an email.
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Other Questions
Where can I find information?
Information Evening:
At the start of the year an information night is held. During this time staff introduce daily routines
and rhythms, discuss and demonstrate what learning through play looks like in the ELC, explain
our learning platforms and answer questions. Two sessions are available to choose from on the
night.

Newsletters:
Fortnightly newsletters are available on the College website and Skoolbag App. Important dates,
events, room news and helpful articles are published each fortnight.
http://www.portside.sa.edu.au/web/

Skoolbag Mobile Device App:
Skoolbag is a App which can communicate directly with an iPhone, iPad, Android and
Windows phone to notify parents of College activities and events. You can download
the App from the App Store or Play Store and search Portside Christian College.
Installation instructions are available here: http://www.skoolbag.com.au/forparents.php

My Family Lounge Mobile Device App:
Is the online portal where parents can book casual days in the ELC. An app can be
downloaded for Smartphones.
https://www.qkenhanced.com.au/webui/Account/LogOn

QK Kiosk:
QK Kiosk is the digital sign-in and sign-out system. At pick up and drop off, parents can enter an
easy-to-use digital pin on one of the iPads located in our foyer. QK Kiosk's live feed will mark and
update our QKKids ELC rolls, automatically flagging children who are absent or not signed-in.
Each parent / carer uses their personal nominated phone number and a designated digital pin.
Our staff are ready to assist parents with this process.
Notices may appear – please read these and act accordingly upon signing in/out.
ELC policies and the Quality Improvement Plan (QIP) are also available on request. We welcome
your comments via email or by talking with the Supervisor on duty, who can relay information to
the ELC Director.
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What is the ELC’s Sun Smart Policy?
Hats
Children must wear a College hat all year round when outside. Hats must be available in children’s
bags for every session.

Sunscreen
Please apply SPF 30+ sunscreen before your child attends ELC, particularly between 1 September
and 30 April.
If needed, we reapply SPF 30+ sunscreen before outdoor activities. Please advise us if your child
is sensitive to sunscreen products. We ask you to provide a suitable alternative.

What happens if my child is unable to attend?
We understand children are unable to attend ELC, due to illness, holidays, emergencies or
appointments. If your child is unable to attend scheduled days, please contact the ELC before
9.00am on the day of absence. It helps us to know if children are away so we can offer sessions to
families in need. Please note, you will still be charged for absent days unless the session is offered
to another family who will then incur the cost.
email: elc@portside.sa.edu.au
Mobile: 0499 500 385

Can my child attend extra days at ELC?
Families who have a regular booking that falls on a public holiday may request a makeup day
during the school holidays. Please contact the College registrar for vacancies on 7071 4864
Casual bookings, in addition to scheduled days, can be made using the My Family App.

What happens during the school holidays?
As we are a Long Day Care centre, the ELC continues through school holidays and student free
days. The ELC is closed for public holidays and for specified weeks over Christmas. Please be aware
that fees apply for 48 weeks per year.
During the school holidays we offer an adjusted ELC program which may include an excursion.
Holiday programs are communicated via Story park; and Holiday attendance/permissions will be
placed in your child’s Communication pocket. To assist us with staffing arrangements and makeup days, please complete and return the permission sheets by the due date to the ELC mailbox on
the entrance of the ELC.

What can I do to celebrate my child’s birthday?
Birthdays are important celebrations at ELC. Some children like to celebrate their special day with
a birthday surprise. If you would like to send a treat, please notify educators in advance as allergies
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need to be considered. Fruit, stickers, pencils and colouring pictures are always popular. Donating
a picture book to the ELC with your child’s name and birthdate in the front cover is a wonderful
gift.

What happens in an emergency?
For information regarding emergency procedures, please see the Evacuation and Lock in
Procedures section in the College Handbook. In ELC, we talk to the children about why we
rehearse these procedures, using simple terminology. You will be notified via a message QK kiosk
as this may be a discussion topic at home.

What is the process for transitioning to Foundation?
Transitioning to the College from ELC is a wonderful and exciting process. To support our families
and children, we will publish articles and routines in our bulletin through the year.
Our transitioning program includes:
● Experiences through the year for children to get to know College staff, routines and
spaces.
● From Term 2 onwards, children connect with Foundation teachers with visits to the ELC,
playtime on the College playground with current Foundation children, and attending
events such as Book Week and Assemblies. From Term 3, ELC children will visit
Foundation rooms.
● Around October, parents and children are notified of their classes via a letter.
● A Transition meeting is arranged for families and their children to meet their Foundation
teacher where information can be shared.
● Uniform fittings are booked to assist transition.
● An orientation morning is scheduled for parents and children to visit the school. Children
will visit their teachers and enjoy activities in their new room. Parents will be served
morning tea, be introduced to key staff, and hear more about the Australian curriculum
and Foundation routines. They will be provided with information to help with the first
day of school.
● Towards the end of Term 4, the new Foundation students will spend several sessions
with their teacher to build relationships.
● Finally, we celebrate the children’s exit from ELC to ‘Big School’ with a special graduation
event at the end of the year. Children receive their ELC Learning Memories books.

How do we conclude the ELC year?
On the final day of the year, we conclude our year with a performance and picnic. All families are
invited to attend.
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Appendix A – The Hundred Languages Poem
No way. The hundred is there.
The child is made of one hundred.
The child has a hundred languages
a hundred hands, a hundred thoughts
a hundred ways of thinking of playing, of speaking.
A hundred always a hundred ways of listening
of marvelling, of loving
a hundred joys for singing and understanding
a hundred worlds to discover
a hundred worlds to invent
a hundred worlds to dream.
The child has a hundred languages
(and a hundred hundred hundred more)
but they steal ninety-nine.
The school and the culture
separate the head from the body.
They tell the child:
to think without hands, to do without head
to listen and not to speak, to understand without joy
to love and to marvel only at Easter and at Christmas.
They tell the child:
to discover the world already there
and of the hundred they steal ninety-nine.
They tell the child:
that work and play, reality and fantasy
science and imagination, sky and earth
reason and dream,
are things that do not belong together.
And thus they tell the child
that the hundred is not there.
The child says:
No way. The hundred is there.
By Loris Malaguzzi (1920 - 1994)
Founder of the Reggio Emilia Approach
(translated by Lella Gandini)
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Appendix B – Infectious Diseases exclusion period
Condition

Exclusion of case

Exclusion of contacts

Campylobacter infection

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Candidiasis (thrush)

Not excluded

Not excluded

Cytomegalovirus (CMV) infection

Not excluded

Not excluded

Conjunctivitis

Exclude until discharge from the eyes has
stopped, unless a doctor has diagnosed
non-infectious conjunctivitis

Not excluded

Cryptosporidium

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Diarrhoea
(no organism identified)

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Fungal infections of the skin or nails
(e.g. ringworm, tinea)

Exclude until the day after starting
appropriate antifungal treatment

Not excluded

Giardiasis

Exclude until there has not been a loose
bowel motion for 24 hoursb

Not excluded

Glandular fever (mononucleosis,
Epstein–Barr virus [EBV] infection)

Not excluded

Not excluded

Hand, foot and mouth disease

Exclude until all blisters have dried

Not excluded

Haemophilus influenzae type b (Hib)

Exclude until the person has received
appropriate antibiotic treatment for at
least 4 days

Not excluded
Contact a public health unit
for specialist advice

Head lice (pediculosis)

Hepatitis A

Not excluded if effective treatment begins
before the next day at the education and
care service
The child does not need to be sent home
immediately if head lice are detected
Exclude until a medical certificate of
recovery is received and until at least 7 days
after the onset of jaundice
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Not excluded

Not excluded
Contact a public health
unit for specialist advice
about vaccinating or
treating children in the
same room or group

Hepatitis B

Not excluded

Not excluded

Hepatitis C

Not excluded

Not excluded

Herpes simplex (cold sores, fever
blisters)

Not excluded if the person can maintain
hygiene practices to minimise the risk
of transmission.

Not excluded

If the person cannot comply with these
practices (e.g. because they are too
young), they should be excluded until
the sores are dry. Sores should be
covered with a dressing, where possible
Human immunodeficiency virus
(HIV)

Not excluded
If the person is severely immune
compromised, they will be vulnerable to
other people’s illnesses

Not excluded

Human parvovirus B19 (fifth
disease, erythema infectiosum,
slapped cheek syndrome)

Not excluded

Not excluded

Hydatid disease

Not excluded

Not excluded

Impetigo

Exclude until appropriate antibiotic
treatment has started
Any sores on exposed skin should be covered
with a watertight dressing

Not excluded

Influenza and influenza-like illnesses

Exclude until person is well

Not excluded

Listeriosis

Not excluded

Not excluded

Measles

Exclude for 4 days after the onset of the
rash

Immunised and immune
contacts are not excluded
For non-immunised
contacts, contact a public
health unit for specialist
advice
All immunocompromised
children should be
excluded until 14 days
after the appearance of
the rash in the last case

Meningitis (viral)

Exclude until person is well
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Not excluded

Meningococcal infection

Exclude until appropriate antibiotic
treatment has been completed

Not excluded
Contact a public health
unit for specialist advice
about antibiotics and/or
vaccination for people who
were in the same room as
the case

Molluscum contagiosum

Not excluded

Not excluded

Mumps

Exclude for 9 days or until swelling goes
down (whichever is sooner)

Not excluded

Norovirus

Exclude until there has not been a loose
bowel motion or vomiting for 48 hours

Not excluded

Pertussis (whooping cough)

Exclude until 5 days after starting
appropriate antibiotic treatment, or for 21
days from the onset of coughing

Contact a public health
unit for specialist advice
about excluding
non-vaccinated contacts,
or antibiotics

Pneumococcal disease

Exclude until person is well

Not excluded

Roseola

Not excluded

Not excluded

Ross River virus

Not excluded

Not excluded

Rotavirus infection

Exclude until there has not been a loose
bowel motion or vomiting for 24 hours

Not excluded

Rubella (German measles)

Exclude until the person has fully recovered
or for at least 4 days after the onset of the
rash

Not excluded

Salmonellosis

Exclude until there has not been a loose
bowel motion for 24 hours

Not excluded

Scabies

Exclude until the day after starting
appropriate treatment

Not excluded

Shigellosis

Exclude until there has not been a loose
bowel motion for 24 hours

Not excluded

Streptococcal sore throat (including
scarlet fever)

Exclude until the person has received
antibiotic treatment for at least 24 hours
and feels well

Not excluded

Toxoplasmosis

Not excluded

Not excluded

Tuberculosis (TB)

Exclude until medical certificate is produced
from the appropriate health authority

Not excluded
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Contact a public health
unit for specialist advice
about screening,
antibiotics or specialist TB
clinics
Varicella (chickenpox)

Exclude until all blisters have dried—this is
usually at least 5 days after the rash first
appeared in non- immunised children, and
less in immunised children

Any child with an immune
deficiency (for example,
leukaemia) or receiving
chemotherapy should be
excluded for their own
protection as they are at
high risk of developing
severe disease
Otherwise, not excluded

Viral gastroenteritis (viral diarrhoea)

Exclude until there has not been a loose
bowel motion for 24 hours

Not excluded

Worms

Exclude if loose bowel motions are
occurring. Exclusion is not
necessary if treatment has
occurred.

Not excluded
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