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Calrossy Preschool 

Calrossy Preschool is a community-based preschool funded by the NSW Department of
Education. 

The Preschool is licenced for 25 children between the ages of 3 and 5. We are open from 
8:30am - 4pm, Monday to Friday, 40 weeks of the year and closed during school holidays. Notice
will be given to parents when these days occur. Calrossy Preschool has two groupings: Monday
and Tuesday (3-4 year olds) and Wednesday, Thursday and Fridays (4-5 year olds) with a
minimum enrolment of 2 days per week. 

Our Team of Educators

Calrossy Preschool  is made up of a team of high-quality professional educators who are
committed to and passionate about early childhood education and care. Our staff promote the
human rights, safety and wellbeing of all children and consider and respect the diverse
backgrounds and needs of children. 

We create an environment that promotes and enables children’s participation and is welcoming,
culturally safe and inclusive for all children and their families. 

Our educators are continually evaluating how our curriculum meets the educational and wellbeing
needs of our children and reflecting on ways to improve children’s learning and development and
are supported by a team of highly qualified professionals. Our educational leader and early
childhood teacher guides our educators in providing quality, research based educational programs. 

Our educators take into account children’s learning styles, abilities, interests, linguistic and cultural
diversity and family circumstances when planning and implementing learning programs. We
support and respect the history and backgrounds of Aboriginal and Torres Strait Islander people
and aim to foster each child’s sense of identity. 

All staff are encouraged and supported to attend professional training and development to further
their knowledge and skills. 

All staff hold valid Working with Children Checks/Cards and all Responsible Persons (placed in
charge of the day-to-day running of the service) have current ACECQA approved First Aid,
Emergency Asthma and Anaphylaxis qualifications. 

Nominated Supervisor/Early Childhood Teacher/Educational Leader
Belinda Lockwood (Bachelor of Education-Primary, Master of Education (Early Childhood)
Educators
Paula Doherty (Diploma of Children’s Services)
Merrilyn Gaffney (Diploma of Children’s Services)
Karen Senn (Certificate III Children’s Services)
Karly Fittler (Diploma of Children’s Services)
Kristine Scott (Diploma of Children’s Services)
Annette Chaseling (Diploma of Children’s Services)



Our Committment to Child Safety 

Our Service is committed to ensuring the safety and wellbeing of children is maintained at all times
whilst being educated and cared for by educators and staff at Calrossy Preschool. We promote a
child safe environment that minimises the risk to all children in our care from all types of abuse,
harm and neglect.  We understand our responsibilities and statutory duty of care to adopt and
comply with the National Principles of Child Safe Organisations and the Reportable Conduct
Scheme to build our capacity as an organisation to prevent and respond to allegations of child
abuse. 

Our staff carry out their responsibilities as mandatory reporters as required by law under the
Children and Young Persons (Care and Protection Act 1998) maintain up to date with knowledge of
child protection law and child protection training.

Code of Conduct 

The Code of Conduct establishes the standards for all employees of our Service. Employees are
committed to adhere to the ethical responsibilities of early childhood professionals outlined in the
Early Childhood Australia’s Code of Ethics. The values that underpin our work ethic include equality,
respect, integrity and responsibility. 

National Quality Framework

Our Service complies with the Australian Government’s National Quality Framework (NQF) which
consists of the legislative framework of the Education and Care Services National Law and National
Regulations, the National Quality Standard and a rigorous assessment and rating system. Our
educational program and curriculum are based on the Australian Early Years Learning Framework
(EYLF). We regularly self-assess our practices against the National Quality Standard and strive for
continuous improvement through our Quality Improvement Plan (QIP). The QIP assists our service to
identify quality aspects of care we are already providing and assists in developing future goals for
further improvement. Families are welcome to provide feedback and suggestions for improvement. 

Additional information about the NQF can be found at ACECQA/nqf/about
 

Regulatory Authority

Our Service is regulated by the national body for early education and care – the Australian Children’s
Education and Care Quality Authority (ACECQA) as well as the state licensing department in NSW. To
contact our Regulatory Authority, please refer to the contact details below:

NEW SOUTH WALES
Early Childhood Education Directorate
NSW Department of Education   phone: 1800 619 113
Locked Bag 5107 PARRAMATTA NSW 2124
www.education.nsw.gov.au/ email: ececd@det.nsw.edu.au

https://www.acecqa.gov.au/nqf/about
http://www.education.nsw.gov.au/
mailto:ececd@det.nsw.edu.au


Early Years Learning Framework (EYLF) 

The Early Years Learning Framework (EYLF) guides early childhood educators, early childhood teachers and
approved providers to inform educational programs and practices that emphasise play-based learning and
extend and enrich children’s learning and wellbeing from birth to 5 years and through the transition to
school. 

The vision of the EYLF is:
All children engage in learning that promotes confident and creative individuals and successful lifelong
learners. All children are active and informed members of their communities with knowledge of Aboriginal
and Torres Strait Islander perspectives. (EYLF, V2.0, p.6)

Fundamental to the EYLF is a view of children’s lives as characterised by belonging, being and becoming.
From before birth children are connected to family, community, culture and place. Their earliest
development and learning takes place through these relationships, particularly within families, who are
children’s first and most influential educators.  As children participate in everyday life, they develop
interests and construct their own identities and understandings of the world.

The EYLF is made up of learning outcomes, principles and practices which educators use in their
documentation of children’s learning and in their reflection and planning. 



Communication

We work in partnership with you and your family.  We support and encourage communication
with your child’s educators about your child’s unique needs and their general enjoyment of their
day at our Service. 

Calrossy Preschool uses the Seesaw app to provide real time updates about your child. 

We have many types of communication we use for families, including:

o   Newsletters
o   Phone calls  
o   Emails
o   Letters
o   Face to face 
o   Programming book
o   Formal meetings.

Enrolment Information

Prior to your child commencing at our Service, you’ll be required to complete an enrolment form,
provide documentation and pay the administration fee of $110. Enrolment forms will be provided
when a position at the service becomes available. 

Calrossy Preschool is funded by the NSW Department of Education. There are two types of funding
available that will determine the fee structure: Start Strong Funding and Fee Relief Funding. Fees
are updated on a yearly basis. 

 



Health Needs and Medical Conditions - Allergies,
Asthma, Diabetes or Epilepsy
 
It is vital that we are aware of any medical condition including diabetes, epilepsy, allergies, eczema,
asthma, risks of anaphylaxis of your child including any potential triggers. Families are required to
indicate any allergy or asthma on the enrolment form. 
Our Service requires a Medical Management Plan or ASCIA Asthma/Anaphylaxis Action Plan to be
completed by your General Practitioner to assist in managing your child’s needs. This needs to be
provided prior to your child’s commencement at the Service. In consultation with the Nominated
Supervisor, you will be asked to develop a Risk Minimisation Plan and Communication Plan to assist
our educators and staff. Any prescribed medication that your child may require must be provided
each day they attend our Service. 

To ensure the safety and wellbeing of your child, please update your child’s Medical Management
Plan/ Action Plan every 12-18 months or whenever a change in their medication or treatment occurs.
(Australasian Society of Clinical Immunology and Allergy) (ASCIA). 

Service Policies and Procedures

We expect our staff and families to adhere to our policies and procedures at all times to ensure we
maintain compliance and abide by the National Law and National Regulations. 

We are constantly reviewing our policies and procedures and ask for staff and family participation to
ensure our policies and procedures adhere to the needs of our families and meet required
regulations.  Your involvement helps us to improve our Service and may lead us to change our
policies and procedures. 

Arrival and Departure

Each day, you must sign your child in upon arrival and sign out upon departure and note the date
and times. We are required by legislation to maintain our attendance record at all times. This record
may be used in the event of an emergency situation at the Service.

Our staff have a duty of care to your child and will only allow your child to be released into the care of
either a parent, guardian or an authorised nominee as listed on your child’s enrolment record.  If your
child needs to be collected by another person for some reason, an authority to collect form must be
provided in writing to the Nominated Supervisor. Our staff may ask to view photo identification of
the adult collecting your child from care to confirm their identity. 

Behaviour Guidance

We encourage children to engage in cooperative and pro-social behaviour. We give children the
opportunity to self-regulate their behaviours during play to develop their confidence and self-
esteem. Educators follow a Behaviour Guidance Policy. We use a positive approach to guiding
children’s behaviour to help them develop a respect for others, for property and respect for self.  If
you require further information on this policy, please ask educators and refer to our Policy manual.

Wellbeing

Wellbeing is more than just feeling happy, it is about our overall health- physical, social, emotional
and mental. We provide opportunities for your child to develop a strong sense of wellbeing through
dance, movement, yoga, mindfulness, music and relaxation. 

 



Physical Play

Physical play includes activities that use physical movements to allow children to use their energy, 
enhance their concentration, motivation, learning and wellbeing. We feel physical play is a vital part
of everyday life. We believe in providing children with a range of physical activities and experience on
a daily occurrence for them to challenge their large and small muscles, allowing them to gain
increasing control over their bodies as they learn the importance of physical play.
Physical play provides children with the opportunity to:
•      develop strong bones and muscles
•      improve strength and balance 
•      develop Flexibility and coordination
•      develop Fundamental Movement Skills 
•      develop spatial awareness
•      develop mathematical concepts
•      be confident as they learn to control their bodies and understand their limits 
•      learn to cooperate and share with others 
•      promote healthy growth and development.

Rest and Sleep

Rest and sleep routines vary according to individual needs.  We aim to make rest time a relaxed,
pleasant time for all children.  We provide mats for children and play soft music in the background.
Your child may wish to bring a security item to have at rest time. Please feel free to discuss your
child’s rest or sleep needs with educators. Each day we provide information about the times your
child rested or slept. Quiet activities, such as puzzles and books are available for those children who
do not sleep. 

Sustainability

Our Service is passionate about sustainability. We believe in supporting children to appreciate and
care for the environment by embedding sustainable practice into the daily operation of our Service,
infrastructure and teaching. Further, we support children to appreciate that sustainability embraces
social and economic sustainability as we engage in concepts of social justice, fairness, sharing,
democracy and citizenship.

 In order to empower our sustainability program, we emphasise children’s ability to make a
difference, enabling them to learn and appreciate their environment in an engaging, fun and
exciting manner. We do this by engaging children in discussion about sustainable practice,
developing an appreciation of the natural world, encouraging them to participate in a recycling
program and reducing energy and conserving water. We aim to provide children with the skills and
knowledge required to take an active role in caring for the environment and to think about ways they
can contribute to a sustainable future. 

Birthdays

It is very exciting for a child to be having a birthday. If a treat is required for a child’s birthday it is
recommended that cupcakes be provided or individually wrapped treats such as Freddos as this
reduces the major allergy risks associated with food. Families are required discuss treat options with
educators prior to the celebration as we monitor food and treats to ensure the safety of all children
and staff. For further information, please see our Celebration Policy.

 



Family Belonging Tree

Our Famiy Belonging tree is  a strong and valuable tool in our environment for your child to connect
to and  feel that they and their family are valued and that their family is as much a part of the
Service, even if they are not always there. We will provide you will a leaf to decorate and add photos. 

Sun Safety
 
We work in compliance with the National SunSmart Early Childhood Program to ensure children’s
health and safety is maintained at all times. We use a combination of sun protection measures
whenever the UV Index Levels reach 3 or above. We monitor the UV index levels daily and schedule
outdoor activities when levels are safe. Our outdoor environment provides shade for play
experiences and we conduct regular risk assessments to ensure the play space and equipment is
safe for children. We complete daily Playground Surface Temperature checks during summer
months or extreme hot weather to check for potential hazards.
Children and staff must wear hats and appropriate clothing, including footwear when outside.
Educators will encourage children, including by way of modelling behaviour, to avoid excessive
exposure to the sun and to wear suitable sunscreen (at least SPF30 or higher broad-spectrum water
resistant), which is reapplied according to the manufacturer’s recommendations. We ask that
children come to the Service with sunscreen already applied so they are able to participate in
outdoor play immediately and not have to wait the 20 minutes after application. Consent to apply
sunscreen is included in our enrolment form.

Family involvement

We welcome and encourage the involvement of all parents/families at our Service. Your ideas,
experiences and skills are greatly valued and will enable us to extend each child’s interests, abilities
and knowledge. There are many ways for your family to be involved. We understand that our busy
lives can’t always afford the time, however any contribution no matter how big or small is much
appreciated. 

               



When should I not send my child to the Service?

Please monitor your child’s health and do not bring your child to the Service if they are suffering
from any illness or infectious disease. 

To minimise the spread of infections and diseases, and maintain a healthy environment for all
children, educators and staff, we implement recommendations developed by the National Health
and Medical Research Council (NHMRC)- Staying Healthy in Childcare. Our policies and procedures
for Sick Children and the Control of Infectious Diseases are available for all families to view.

If your child becomes ill whilst at the Service, we will contact you or an authorised nominee to collect
your child within a 30-minute time frame where possible. If your child is unable to be collected,
educators will contact the child’s emergency contact for collection.  When your child is collected,
you will be provided with an Injury, Incident, Trauma and Illness Record completed by the educator
which includes information about your child’s illness, their symptoms, general behaviour and any
action taken. You will be requested to sign and acknowledge the details in this record.

Your child should not attend the Service if they have had paracetamol within 24 hours for a
temperature.  Children who are on antibiotics are to be kept away from the Service for the first 24
hours to allow the child to rest and the risk of spreading the infection to decrease. If your child has
been vomiting or had diarrhoea, they will be excluded for 48 hours. For certain illnesses, a medical
clearance certificate may be required before your child returns. 

Infectious Diseases

The National Health and Medical Research Council have supplied the following information
regarding minimum exclusion period for children from an early childhood education and care
service. Please inform staff if your child has any of the following so that we can notify the Public
Health Unit and other families of any infectious disease/illness. (Confidentiality is always maintained).

Recommended exclusion periods- Poster  Staying Healthy: Preventing Infectious diseases in early
childhood education and care services.

Health and Hygiene

Our Service has effective and systematic risk management systems in place to identify any
possible risk of hazards to our learning environment and practices. 

All staff diligently practice and model personal hygiene measures such as hand washing, cough
and sneeze etiquette and disposal of tissues. We request that all children and visitors to our
service wash their hands or use the alcohol-based hand sanitiser upon arrival.

Our educators teach and model correct hand washing techniques to children and regularly clean
and disinfect high touch objects throughout the service to reduce the spread of infection.

https://nhmrc.govcms.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services


If your child is unimmunised according to our records, then they will be excluded until the threat has passed
and upon advice of the Public Health Unit.



Medication

If your child requires medication whilst at our Service, you must complete an Administration of
Medication Record to give your consent for an educator to administer prescribed medication to your
child. Medication must be given to directly to an educator for appropriate safe storage. 

Educators can only administer medication that is:
o   prescribed by a registered medical practitioner (with instructions attached to the medication or
in written form from the medical practitioner)
o   in its original packaging and have the original label clearly showing your child’s name
o   before the expiry/use by date.

Any child’s prescribed medication such as asthma inhalers, adrenaline auto injectors (EpiPen) or
Insulin (for diabetes), must accompany the child each day to our Service or parents ensure our
Service has adequate supplies of the required medication at all times. 

Incidents, injury or trauma 

We aim to minimise the risk of accidents and injury as much as possible however, through play,
exploration and adventure, children sometimes have accidents. We always have an educator with a
First Aid, emergency asthma, anaphylaxis management and CPR qualification on shift at all times
we provide education and care to children. First Aid kits are located throughout the Service.

In the event of a minor injury, first aid will be provided as required. An Incident, Injury, Trauma and
Illness Record will be completed and when you collect your child, you will be notified about the
injury and asked to acknowledge and sign the record. If your child injures their head, even if it is a
small bump, you will be contacted to advise you of the injury. Our educators will continue to monitor
your child closely and advise if you should come and collect them.

If an injury or incident is serious and we believe urgent medical attention is required, the Nominated
Supervisor will contact an ambulance immediately. We will attempt to contact a parent or guardian
or an authorised nominee to advise of the situation. If you are unable to meet the ambulance at the
Service, we will send one of our educators/staff members to accompany your child in the
ambulance.
Please note that Ambulance cover is the responsibility of each family.

An Incident, Injury, Trauma and Illness Record will be completed, and a parent will be required to
acknowledge and sign this record. A copy of any documentation from the hospital or treating doctor
will also be requested. Our Service will also be required to notify the Regulatory Authority in the
event of any serious incident or injury. In these circumstances, you may be contacted by our
Approved Provider and the Regulatory Authority to follow up the incident and actions taken by our
Service. 

 



Safety in our Service 

Emergency and evacuation procedures

Our Service conducts risk assessments regularly and develops emergency management plans for a
range of possible hazards. Throughout the year we follow our policies and procedures to carry out
emergency and evacuation drills. These may occur at any given time throughout the day and week
to ensure all children know what to do in case of an emergency. Emergency and evacuation drills
are carried out in a well-organised and orderly manner and will simulate a range of possible
emergency situations such as fire (bush fire), lock down or flood. Under regulations, we are required
to practice emergency and evacuation drills every three months. An emergency evacuation plan
and lock down procedure are displayed in every room and exit locations are clearly indicated. 

Drop off and pick up time

Early childhood education and care services are busy places especially during the morning drop off
and afternoon pickup. We ask that parents be extremely mindful of danger when arriving and
departing from our Service.
o   Please always hold your child’s hand when entering and exiting the preschool. 
o   Use the kerbside, rear passenger door when getting your child into and out of their restraint 
o   Never leave a child or infant in the car unattended
o   Never leave the front entry door/gate open 
o   Always do a visual check around your vehicle before driving
o   Please ensure children do not enter areas in the Service that are for adults/staff only.

Workplace Health and Safety

We are committed in providing an environment that is safe and healthy for every employee,
volunteer, child, family and visitor. We have made every reasonable effort to minimise the risk of
serious injury and request all persons to our Service to adhere to our policies regarding Workplace
Health and Safety.  

Each morning, our educators conduct daily safety checks of the indoor and outdoor environment
and will alert management of any potential risk or hazard to children to ensure this is rectified
before children use the equipment or area. We welcome all feedback regarding the safety of our
Service. If you see something that concerns you regarding safe work practices, the safety of building
and equipment or general work health and safety issues, please contact the Nominated Supervisor
immediately



Technology 

We promote safety and wellbeing of all children and are committed to ensure safe online
environments when engaging in digital technology.
Photographs of your child will only be added if written authorisation has been provided on the
enrolment form. 
We maintain appropriate privacy of families, children and educators by not publishing any personal
information online. 
We use the Seesaw App for communication. 

Privacy and Confidentiality 

We are committed to protecting the privacy and confidentiality of children, individuals and families
and have policies in place to ensure strict confidentiality is maintained. 

To plan programs for your child/ren, we need to collect information from you. This information helps
us to assess and plan programs in partnership with you. We do not disclose personal information
about you or your child to other people or organisations without your consent, unless we are
required to do so by law.

We do not ask for personal information about you or your child from other professionals or
organisations without your consent. You can look at the information in your child’s file at any time or
request a copy of information in the file.

Our Privacy and Confidentiality Policy is available to view at any time. This policy sets out how we
ensure our Service acts in accordance with the requirements of the Australian Privacy Principles and
the Privacy Act 1988. We ensure all personal information is protected, records and documents are
maintained and stored in accordance with Education and Care Services National Regulations and
that all staff understand the requirements of the Notifiable Data Breaches (NDB) scheme. Any
Privacy complaints will be managed promptly and in a consistent manner as outlined in our Dealing
with Complaints Policy.  
Our Service is required to keep and maintain detailed records about children, parents and staff in
accordance with relative legislation contained in the National Law and Regulations and Family
Assistance Law. We ensure all records are stored in a secure and locked location. We must keep
records for the prescribed periods of times as legislated related to child enrolment, attendance,
medication records, incident, injury, trauma and illness records, child assessments and any relevant
legal information/documents. Full details about record keeping is available in our Record Keeping
and Retention Policy.



www.calrossy.nsw.edu.au  I  Phone 02 5776 5100  I   Email admin@calrossy.nsw.edu.au   I   140 Brisbane Street, Tamworth
NSW   I   Cricos No 02316G   I   ABN  17 870 616 829

“The strength of a school comes from its stories and traditions, 
but the future depends on relevance 

and a willingness to adapt and innovate.”
- Calrossy Principal, Mr David Smith 


