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We believe that the foundation for lifelong learning
begins with early childhood, at the heart of our
practices are our relationships with not only our
children but their families. We see our children as
unique individuals that are actively involved in all
aspects and decision-making within our service. We
value and respect our families as being at the forefront
of children’s education, we therefor encourage parents
to be actively involved in their children’s education, this
includes sharing important information, being involved
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themselves.

To immerse children in an environment that poses no limits, to promote the confidence and courage to believe in

to

We are committed to creating an environment that values the individualism of each child, to slow down and be

present, and embrace every moment spent and experienced with children.

We believe the foundation to lifelong learning begins with early childhood education and that all children and families have
the right to equity in education, support, and community involvement.We believe and respect that each child is a unique
individual and should be viewed and treated as such. We are committed to creating inclusive learning environments that

advocate for the individual needs of children and their families, including gaining a greater understanding of Aboriginal and
Torres Strait Islander values, ways of being and history to educate future generations to work towards reconciliation.
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Information
Important

service.

Cheeky Clouds provides a range of session times to support our
families in maximising their Child Care Subsidy. Fee’s are
charged one week in advance and are payable on a weekly or
fortnightly basis. Direct debit options can be set up via the Xplor
booking app or alternatively can be paid via Eftpos at the

session to6 Hour 8:00am 2:00pm
6 Hour session 9:00am to 3:00pm
8 Hour session 8:00am to 5:00pm
8 Hour session 9:00am to 5:00pm
10 Hour session $125
Full sessionDay 6:30am to 6:30pm

$100
$100
$115
$115

$135

Any families with accounts in arrears will receive an email
reminder requesting that the balance be paid in full or a
request is made to the nominated supervisor to create a
payment plan. If accounts remain in arrears then the child’s
position at the service may be suspended until such time that
payment is made. Any families that fail to pay outstanding
debts will be refered to our third party collection agency
Ecollect, accounts will then also incur additional fee’s and
charges.

contact either the parent or a person nominated by the parent on
the enrolment form to arrange collection of the child/children
within an hour of the Service closing, then we will contact the

A late fee of $15 per child for every 10 minutes or part thereof
and will be added to your next account. The late fee is strictly

Police or other authorities to take responsibility of your child.

adhered to, as two staff members are required to remain at the
program until all children are collected. If we are unable to

We require 2 weeks written notice to withdraw and/or
reduce enrolment days for your child/ren from any
permanent booking. Please see the Nominated Supervisor
to obtain the required form to complete. Children are
not able to attract CCS for any days after the last day
your child physically attends our Service

Child Care Subsidy offers assistance to families to help with
the cost of child care aged 0-13 years. There are 3 factors
that will determine a family’s level of Child Care Subsidy,
which include:
• Combined annual family income
• Activity test – the activity level of both parents
• Service type – type of child care service and whether the
child attends school
Families who wish to receive Child Care Subsidy as reduced
fees must apply through the myGov website. This includes
completing the Child Care Subsidy activity test.Child Care
Subsidy is paid directly to our Service to be passed on to
families as a fee reduction. Families will contribute to their
childcare fees and pay the difference between the fee
charged by our Service and the subsidy amount received.
This is called the ‘gap fee’.
On enrolment we will need the Customer Reference Number
(CRN) of the person linked with the child, along with the
child’s CRN so we can confirm the attendance and ensure
that you are receiving the appropriate subsidy.



We encourage families to notify the Service as soon
as possible if your child will be absent for any day
or session you have booked. It is recommended
that absences are notified to the Service by email or
through our app Xplor Home. Child Care Subsidy
will be paid for any absence from an approved child
care service your child attends for up to 42 days per
child per financial year. Public holidays will be
counted as an absence if your child would normally
have attended the Service on that weekday, and
fees have been charged for that day for your child.

It is important that you notify the Centre manager of any
changes to enrolment information including:

Prior to commencing at our Service, you will be
required to complete all enrolment documentation
through our online platform Xplor. You will be required
to provide your child’s birth certificate and
immunisation statement when completing your child’s
enrolment.
Please understand that it is essential we have
up-to-date information in case of an emergency.

* Address
* Health
* Telephone/mobile numbers
* Contact details
* Family changes
* Emergency contact information details

Before commencing your child/ren’s first day, each child
will attend a one hour orientation session, this provides
children with an opportunity to get to know their educators
and feel comfortable in their new learning environment.
During this time children and families are encouraged
to share any important information with your child’s
educators that may help the transition to care be a smooth
and enjoyable experience. Any enrolment or booking
finalisations will also be completed during this time.If
you feel your child may require additional orientation
sessions please speak to the Centre Manager.

We request that children come prepared each day with a
bag
- Changes of

and the following items:
clothing (Please ensure these are weather

appropraite)
- Comforter or comfort item if required
- Bottles, formula, breast milk (if required)

Our service is required by legislation to maintain
attendance records for children at all times. This record
may also be used in the event of an emergency situation
at the Service.

On arrival at
the

are required to:
1. Sign your Ipad located
at our front reception desk.

the service you
child in using Xplor home on

2. Take your child into their room and pass on any
important information to your child’s educators.

your
When you collect ask that you:
1. Collect

your
their

speak to the
educators about day
2. Collect

your
child’s belongings

3. Sign service using Xplor

your child, we

child out of the

child from their room and



Our Service promotes healthy eating habits
and provides nutritious food for your child
each day. We follow the Australian Dietary
Guidelines to ensure our meals are prepared
to meet the dietary requirements for all
children. Our menu is carefully planned and
approved by Nutrition Australia and is prepared
by a qualified cook.

any

A weekly menu for families
to view, we their families to
provide feedback or suggestions regarding the
meals that are being provided.

is displayed in our foyer
encourage children and

A menu that
foyer

the

daily along with any modifications have
been made is also displayed within our outside
of kitchen.

If your child or any
dietary requirements relating to

is important that you communicate
this as soon as
possible. Our qualified
alternate meals for children

with

any special
dietary requirements.

has an allergy, intolerance
cultural

preferences it
the Centre Manager

cook will provide
with

We
the

of
It is important that families keep us updated on
introduction foods to their infants. will support
families by only introducing foods upon families request.

We are a breastfeeding friendly service. Mothers
who are breastfeeding are welcome to attend the
Service during the day to feed their child.
Families that are breastfeeding and would like to
supply breast milk should speak to the Centre
Manager to be aware of our policies on storing
and serving breast milk.

your

that

to

Families are formula feeding should also consult
our

formula prepared and stored.
Regular communication is encouraged ensure
infant’s as they grow.

Centre Manager to be aware on how we need
the

needs are met

Nutrition
and Meals



Our service follows a 'no jab, no play policy'.
Before children can commence care families must
provide the service a copy of their child’s Immunisation
History Statement from the Australian Immunisation
Register (AIR) . In cases where children are unable to
be immunised for medical reasons families will need
to provide a Medical Exemption Form prior to children’s
enrolment. For families to continue to receive Child
Care Subsidy children are to to remain up to date with
their immunisations, families will also need to ensure
that they are continuing to provide the service with a
updated copy of their child’s immunisation History
Statement for children to continue to attend.

further information please refer to
https://www.health.vic.gov.au/site-
4/publications/parent-brochure-starting-childcare-or-
kindergarten-immunisation-information-for

For

If your child is at risk of Anaphylaxis or Asthma
you will be required to provide a copy of your
child’s action plan before commencing care
and then every 12 months or as updated by
your child’s doctor, you must also ensure that
your child’s medication listed on the plan is

Centre manager and educators will support
supplied for all days of attendance . Our

your family in ensuring that a risk

health and safety of your child while in care.
minimisation plan is created to ensure the

may have an infectious disease we ask that you please keep
them at home and see your doctor where required.
If children become ill while at care we will contact the child’s
parents/guardians, in the event that these cannot be contacted
or will be unable to collect the child within 30 minutes of contact
we may be required to then contact the emergency contacts
listed on the child’s enrolment. Children sent home ill from
Cheeky Clouds will be excluded from the service for 24 hoursor
until well again, in some circumstances a doctors clearance may
be required for a child to return to care.

Excluding unwell children from our service ensures that we
minimise the risk of our children, educators and families
becoming unwell. If you suspect that your child may be ill or

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.

Educators can only administer medication that is:

o before the expiry/use by date.
Upon collection of your child at the end of the day, you or an

o in its original packaging and have the original label clearly
showing your child’s name

o prescribed by a registered medical practitioner (with
instructions attached to the medication or in written form from
the medical practitioner)

authorised person will be requested to sign the Administration
of Medication Form.

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 directly to an educator for
appropriate safe storage.

Children’s
Health



It is imperative that families notify our service
immediately if their child is diagnosed with an

If a child is suspected to have or is confirmed to
have an infectious disease they must be
excluded from the service for the relevant
period of time stated by The National Health
and Medical Research Councilor until a family
provides a written clearance from a doctor
stating that the child is clear from any infectious
diseases.

infectious disease. An infectious disease
inclusion list is available from the Centre
Manager that outlines the time periods of
exclusion.

where your child injures

notified of any serious injuries or
incidents that result in injury from
the shoulders and above via
phone call. Minor injuries such as
scrapes or bumps will be
communicated at the end of the
day upon collection of your child.
All injuries will also be recorded
using our Kindyhub program
which provides families with an
incident/injury report to confirm
and acknowledge that they have

While we aim to minimise the risk
of incidents and injuries, along
your child’s learning journey you
may find that there are times

themselves. Parents will be

been notified of any incidents. In
some cases you may be required
to come and collect your child
early, in these instances the
Centre Manager will contact you
to discuss the incident further.

Our service is also regularly cleaned by cleaning

Cheeky Clouds educators and management diligently
practice and model personal hygiene measures such as
hand washing, cough and sneeze etiquette and disposal
of tissues.
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.

professionals and throughout the day by our educators,
we also have systems in place to maintain the upkeep and
good condition of the service as a whole.

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 and 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.
Cheeky Clouds will supply your child with a broad
brimmed hat and sunscreen.



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.
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 Centre Manager immediately.

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.
Educators are trained to use the fire extinguishers
that are in the Service. An emergency evacuation plan
and lock down procedure are displayed in every
room and exit locations are clearly indicated.

You will find a copy of our Service
policies and procedures on our
Kindyhub platform and website.We

compliance and abide by the National
Law and National Regulations.

expect our educators and families
to adhere to our policies and procedures
at all times to ensure we maintain

Educators cannot make exceptions
for individuals unless the Centre
Manager do so on account of serious
and/or unusual circumstances.

ensure our service understands their
mandatory responsibilities. In the event that
Cheeky Clouds has reasonable grounds to
believe that a child is being subjected to
physical, emotional, or sexual abuse or any
form of neglect we are required by law to

Cheeky Clouds ensures the health and
safety of all children in our care by adopting
a zero tolerance approach to child abuse.
Our educators undertake regular training to

inform Child Protection Victoria, and
Victoria Police.

Safety
in our service



At Cheeky Clouds the wider community plays a
large role in our educational programs,
children are involved in regular walks around
our community and the Kindergarten children
are involved in Bush Kinder at the You Yangs
Regional Park. We also offer a regular Happy
Feet Fitness program incursion in addition to
other opportunities for children to be active
participants in their community depending on
the children’s interests and curriculums. Our
incursions and excursions are all included in
your fee cost, some of our regular excursions
include:
* Werribee open range zoo
* Bunnings
* Corio Library
* GAWS
* Narana
* Wide Smiles Dental Program

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. Here are just a few ideas.
* Hobbies/Special talent
* Feedback on your child’s curriculum and development
* Special event days
* Incursion/excursion helpers
* Sharing the traditions, and celebrations of your home
culture
* Attending information nights, and contributing to
parent surveys

Cheeky Clouds celebrates a diverse
range of community and cultural events.
Parents are informed of upcoming
events at the beginning of each month, if
you wish for not toyour child participate
in any of our centre events please speak
to the Centre Manager.

Community
Involvement



Child Care Subsidy
https://www.servicesaustralia.gov.au/child-care-subsidy

https://www.acecqa.gov.au/
Australian Children’s Education & Care Quality Authority:

SunSmart
https://www.sunsmart.com.au/advice-for/parents-carers

Asthma Australia:
https://asthma.org.au/

Parenting Support line:
https://www.betterhealth.vic.gov.au/
health/serviceprofiles/parentline-service

Best Start, Best Life. Kindergarten Information:
https://www.vic.gov.au/give-your-
child-the-best-start-in-life

Starting Blocks, information for families on
early childhood services:
https://www.startingblocks.gov.au/

National Immunisation Register:
https://www.servicesaustralia.gov.au/
australian-immunisation-register

Department of Education and Training:
https://www.vic.gov.au/education-information-parents


