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Welcome to Wimble!  
New Parent Information  

Booklet 

This information pack has been designed to help the whole family 
make a smooth transition to care. 

 
Key contact details: 
Hours 8am -5:45pm 

18 Wimble St Parkville VIC 3052 
Phone: (03) 9347 9103  

Email: coordinator@wimblest.com.au  
 

Last Updated: July 2018 
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1. Introduction 
Welcome to Wimble Street! Let us take this opportunity to welcome you and your 
family to our Childcare Co-operative centre.  We work in partnership with our parents 
to ensure statutory regulations of a Co-operative are met and most importantly that 
your children are cared for in a safe and happy learning environment. 
 
 

2. Centre philosophy 
We believe that early childhood is a unique and valuable stage of life where a 
significant amount of learning and development occurs. The rights of each child are 
paramount and we believe that children are capable and confident learners. We are 
committed to the care and education of every child and respect each child as an 
individual. We embrace the cultural background and diversity of all families, children, 
staff and the wider community including the first Australians. We value the role of the 
family and we work in partnership with each other to support children’s learning, 
contribute to the program and the overall running and decision making of the centre. 
 
We are dedicated to creating a warm, safe, stimulating and relaxing home away from 
home, allowing our children the freedom to play, learn and grow in a loving and 
nurturing environment. We allow the children to develop as a whole. We believe that 
children learn through play and the program is based on the children’s current 
interests and abilities as guided by the Early Years Learning Framework. 
 
At Wimble Street Childcare Co-operative we aim to educate our children about the 
importance of respecting and valuing our environment by creating an awareness of 
conservation and incorporate this into our centre plan 
 
The centre values its dedicated educators and has a strong commitment to early 
childhood education. We encourage all of our educators to broaden their knowledge 
and skills, thereby further enriching our program.  
 

3. Our Wimble staff 
Front room: Rebecca and Stephane will be in the room 5 days a week. 
 
Central Room: In the Central Room Gordana will be in the room on full time basis 
and Sandra will be 4 days with Tanzeela and Karishma sharing the role between 
them on different days 
 
Kinder: Shivanthi will lead the kinder program.  
 
We continue to have our fabulous part timers including Shishanna, Michelle and 
Zeineb who will continue to be where needed.  
 



4 
 

We do also some educators that come in and relieve when one of us cannot be in 
the room, you will get to know them as they are familiar faces.  
 

4. Students and relievers 
From time to time we have child-care students from various Institutes and Colleges.  They 
gain valuable experience in the day care field and contribute greatly to the activities and 
care of the children.  (To avoid confusion of too many faces we do place a limit on the 
number of students at one time). 
 
Relievers are employed to take over from educators who are sick, on holidays or 
Rostered Days Off (RDO’s).  We do strive to maintain consistency and a high-quality 
standard in our relievers and the feedback from parents is that this is met. 
 

5. Hours / days of operation 
Wimble Street opens its doors to parents and children at 8.00 am. and closes at 5.45 
pm.  Any parent arriving later than 5.45 pm. will be asked to sign the late book and 
fined $1.00 for every minute up to 6.00pm and $2.00 per minute later than 6.00pm.  
This cuts down on regular latecomers and reimburses staff for overtime worked to 
cover this period.  Parents are requested to call if they will be late when collecting 
their children, this will enable staff to reassure your child.  
 
The Centre is open all year except on gazetted public holidays and until midday on 
the day before Christmas through to the third working day after New Years Day.  If 
the 24th of December falls on a Monday the centre will not open on that day. The 
centre will also close for one day for educators to attend a conference. 
 
 

6. Booking extra days 
If you find that your current days at Wimble are not quite allowing you to meet your 
work commitments you can email the Centre Coordinator 
(coordinator@wimblest.com.au)  to request that you are notified if there are available 
spots in an appropriate room for your child. These spots come up when another child 
is sick or away for another reason.  
 
For these days the Centre collects the fees for both the child who is away and the 
‘fill-in’. This is one way that our little Centre adds a little additional income to the 
budget, at the same time offering parents some flexibility to take up extra days when 
they need it.  
 
 

7. Orientation of new children 
The Orientation process is for one week of general orientation with both child and a 
parent (or familiar person) attending.  The aim is to gradually increase the child’s time in 
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care and reduce the parent’s time and to enable the child to settle slowly and comfortably 
into the Centre. 
 
Flexibility is very necessary here and if the child has indicated he/she is feeling 
comfortable after three days, the extra two days may be waived or shortened. 
 
You can negotiate your orientation process with staff. If you and your child are finding the 
transition very difficult do speak to the educators about strategies to assist your child. 
Many children will respond well to: discussions about their complex feelings about 
childcare; recitals about the order of events in the day, of course culminating in being 
picked up by their loving parents; reading books about childcare or separation from 
parents and carers generally. There are a number of books along these lines including:  

• A Kissing Hand for Chester Raccoon, by Audrey Penn 
• Maisie goes to nursery, by Lucy Cousins 
• Maisie goes to preschool, by Lucy Cousins 
• Spot Loves Nursery, by Eric Hill 
• I love you all day long by Franceska Rusackas 
• Charlie & Lola: I am too absolutey small for school, by Lauren Child 

 
And more generally for separation anxiety:  

• Baby Owls by Martin Waddel 
• No Matter What, by Debi Gliori 
• Llama Llama Misses Mama, by Anna Dewdney 

 
 

8. Your child’s bag for the day 
• A daily supply of nappies (you can also bring a store of nappies which will be 

kept in a tray labelled with your child’s name in the bathroom) 
• Named cot sized fitted and flat bed sheets for non-Kinder children. (Plain 

white sheets are unidentifiable and if not named, can get lost.) The centre 
provides a blanket unless your child prefers a special one from home. The 
sheets will be put in your child’s bag at the end of the week to be washed and 
brought back for the next week. 

• Comfort items that your child may have for sleep times.  
• Drink bottle filled with water. For the middle and front rooms these bottles are 

kept on the premises and put in the dishwasher each night. The kinder 
children take their bottle home and return it the next day. 

• Two tops (appropriate to weather) – labelled with your child’s name 
• Two pairs of pants (appropriate to weather) - labelled with your child’s name 
• Two pairs of socks 
• One jumper or jacket 
• Piece of fruit (to be added to the fruit basket near the entrance) 

 
If toilet training, please also include: 

• 4-5 pairs underwear and pants 
• 2-3 pairs socks 
• Extra pair of shoes 

 
Please make sure all clothing is labelled with your child’s name or initials. 
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9. Toys from home 
Comfort or special toys are welcome but educators may on occasion find them difficult to 
keep track of and so will not take responsibility for their safety and/or location.  Please 
label all toys. 
 
 

10. Sun Smart 
We have a Sun Smart policy where every child must wear their hat provided by 
Wimble when they are outdoors.  These hats are kept in the child’s individual 
pockets located in the bathroom. 
 
Please do not take your child’s hat home.  
 
If your child has a favourite hat or if babies have a better fitting hat at home, you are 
welcome to bring that in. 
 
Please apply sunscreen to your child before attending the centre on hot days. 
Throughout the day educators will ensure all children are wearing sunscreen 20 
minutes before going outdoors. There are signs near each room indicating the UV 
levels for the day. 
 
You are welcome to provide your own sunscreen, for example if your child has 
sensitive skin. Please label it clearly with your child’s name and provide it to staff 
who will store it at Wimble for your child. 
 
We also ask that children are appropriately dressed for outdoor play (T shirts rather 
than strappy stresses or singlet tops are encouraged).  
 
 

11. Program 
The program is play-based on the current interests of the children and their abilities. 
We use a variety of natural materials and set up aesthetically pleasing environments 
that allow the children the freedom to explore, use choice and participate with no 
time restrictions. We are guided by the National Quality Framework – Being, 
Becoming, Belonging. 
 

12. Groupings of Children  
Although there is much interaction between the various age groups, children remain with 
others of a similar age for most of every morning and have specific educators responsible 
for their care and learning. 
 
Front room- 6 months-4 years  



7 
 

8 children equivalent One qualified early childhood educator and 
one certificate 3 educator 
 
Minimum requirements (1 educator for 4 
children) 

  
Central room – 6 months to 4 years  
12 children equivalent One qualified (diploma trained) early 

childhood educator and two certificate 3 
educators. 
 
Minimum requirements (1 educator for 4 
children) 

  
Kinder room 4-5 years  
(10 children equivalent) One Bachelor of early childhood teacher  

Minimum requirements (1 staff for 12 
children) 
 
 

 
 

13. Locker and pocket 
a) Locker 

 
Each child is assigned a locker.  In this locker you will find a fabric bag with your child’s 
name and photo pinned to it and a blanket.  Please place your child’s sleeping sheet and 
any sleeping items for sleep time.   
 

b) Pocket  
 
Located near to the lockers are labelled pockets.  You will find your child’s art work from 
that day and any notices and reading material from community supporters (e.g. Child 
Magazine). 
 
 
 
 
 

14. Arrival and departures 
(a) Sign-In/Sign-Out Book 

Parents must sign their child in to the care of Staff members on arrival, recording 
arrival time, and expected departure time.  On departure, a signature is required 
again.  This is a regulation and gives educators an exact tally of children in the 
Centre at any given time of the day. 



8 
 

(b) On arrival 

On arrival please pass on any relevant information to educators regarding your child, 
for instance if they didn’t sleep well the night before, haven’t had any breakfast, 
anything that may affect your child’s day at the centre. It’s also important for parents 
to say good bye to their child and let them know they will be coming back; this is to 
encourage your child to build up trust with the educators and feel secure at the 
centre.  
 
We also request that you assist your child to wash their hands on arrival at the 
centre. This ensures they are ready to participate in eating morning fruit and helps to 
limit the spread of colds and other germs. 

(c) On departure 

Check in with your child’s room educators about their day or see other permanent 
educators for any messages passed on.  
 
Information about your child’s day is written up in each room. In the front room these 
are kept on the window near the lockers and in the central room they are above the 
lockers. It is essential this information is checked daily for your child’s routine. It is 
also important for you to check your child’s “pocket” (located near lockers – see 
below) each day in case any notices have been left there for you. 
 
 

15. Morning and afternoon tea 
Please bring a piece of fruit: put it in the basket near the kitchen each day you attend 
Wimble. This ensures the children have a variety of fresh fruit for morning and afternoon 
tea. 
 
A snack platter is prepared by our kitchen staff and offered to the children for 
afternoon tea. Children are welcome to bring in a cake that is nut free when it is your 
child’s birthday to share with their friends at afternoon tea time. You may wish to 
check with the educators about any other allergies among the other children in the 
room.  
 
 
Routine and transition times at the centre promote confidence and independence. 
Children’s efforts with helping themselves and others are encouraged. The daily 
routine is a guide for the day and is flexible depending on each child. 

(a) Meal Times 

Parents are encouraged to provide ideas for the menu.  A strong emphasis is placed 
on the social aspects of meal times at the Centre. Educators sit with the children and 
share in the experience, and children are encouraged to sample a variety of foods. 
 
Independence skills are fostered and developed, as older children pour their own 
drinks and serve themselves second helpings. 
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Children with food related allergies or special dietary needs are catered for by the 
Kitchen Manager as much as is practicable, and the primary objective is to provide a 
nutritious and tasty meal for all. 
 
Snacks (morning and afternoon) are provided for all children and usually consist of a 
fruit platter with a healthy accompaniment, and water.  Kinder children bring in 
lunchboxes for afternoon tea to help them become familiar with some school 
routines. 
 
The Kitchen Manager also liaises with staff and parents, to ensure that younger 
babies nutritional needs are met. 

(b) Sleep Times 

Babies and younger children’s sleep requirements are approached with flexibility, 
and catered to on an individual basis. 
 
Other children are encouraged to rest after lunch or engage in quiet passive play 
(books, quiet tapes), enabling each child to wind down and regenerate before their 
afternoon activity session. 
 
Individual needs and age appropriate expectations are considered, and children who 
do not need or desire a sleep can get up following a short rest and, after dressing, 
will move to quiet activities. This rest period is gradually phased out and replaced by 
quiet relaxing play for older children, in preparation for school expectations. 

(c) Dressing Skills 

All children are encouraged to attempt to dress themselves, with adult assistance 
given only when required.  This not only aids in development of these skills, but also 
in reinforcing positive self-esteem in young children. 

(d) Bathroom Routines 

Toilet routines are carried out in a supportive and well-supervised setting, with an 
emphasis on development of independent skills. 
 
Educators liaise with parents at the appropriate time, to work co-operatively towards 
achieving skills in toilet training in young children. 
 
 

16. Routines 
Routine and transition times at the centre promote confidence and independence. 
Children’s efforts with helping themselves and others are encouraged. The daily 
routine is a guide for the day and is flexible depending on each child. 

(a) Meal Times 
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Parents are encouraged to provide ideas for the menu.  A strong emphasis is placed 
on the social aspects of meal times at the Centre. Educators sit with the children and 
share in the experience, and children are encouraged to sample a variety of foods. 
 
Independence skills are fostered and developed, as older children pour their own 
drinks and serve themselves second helpings. 
 
Children with food related allergies or special dietary needs are catered for by the 
Kitchen Manager as much as is practicable, and the primary objective is to provide a 
nutritious and tasty meal for all. 
 
Snacks (morning and afternoon) are provided for all children and usually consist of a 
fruit platter with a healthy accompaniment, and water.  Kinder children bring in 
lunchboxes for afternoon tea to help them become familiar with some school 
routines. 
 
The Kitchen Manager also liaises with staff and parents, to ensure that younger 
babies nutritional needs are met. 

(b) Sleep Times 

Babies and younger children’s sleep requirements are approached with flexibility, 
and catered to on an individual basis. 
 
Other children are encouraged to rest after lunch or engage in quiet passive play 
(books, quiet tapes), enabling each child to wind down and regenerate before their 
afternoon activity session. 
 
Individual needs and age appropriate expectations are considered, and children who 
do not need or desire a sleep can get up following a short rest and, after dressing, 
will move to quiet activities. This rest period is gradually phased out and replaced by 
quiet relaxing play for older children, in preparation for school expectations. 

(c) Dressing Skills 

All children are encouraged to attempt to dress themselves, with adult assistance 
given only when required.  This not only aids in development of these skills, but also 
in reinforcing positive self-esteem in young children. 
 
 

(d) Bathroom Routines 

Toilet routines are carried out in a supportive and well-supervised setting, with an 
emphasis on development of independent skills. 
 
Educators liaise with parents at the appropriate time, to work co-operatively towards 
achieving skills in toilet training in young children. 
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17. Daily routine for Middle and front rooms 
8.00am – Centre opens. Children are greeted and settled into family grouping 
activities indoors or outdoors if the weather permits. 
 
9.00am – Indoor and/or outdoor activities are provided for the children depending on 
current interests.  
 
9.30am – Morning tea set up, this is a flexible time where children can come and sit 
at the morning tea table or continue with activities. Younger children sleep when 
required, flexibility is important to enable children to keep their routines. 
 
11.15am – Lunchtime: Staff and children sit together to eat lunch in the  room or on 
some occasions outside (weather permitting). As the children finish their lunch they 
wash their hands, go to the toilet and get ready for rest time. Children who have 
already slept will eat lunch with the older children or when required. 
 
1.00– 3.00 pm – As children gradually wake up, they will get dressed with assistance if 
required and continue with activities indoors/outdoors. Younger children may require 
another sleep depending on their routine. 
 
3.00pm – Afternoon tea is offered to the children. 
 
3.30pm – Children continue with activities both indoors and outdoors if weather permits.  
 
5.45pm – Centre closes 
 
Please note: This is a very flexible routine, changes may occur depending on the 
weather. We try to meet all of the children’s needs in regards to sleeping and eating. 
Younger children may need 2 or 3 sleeps during the day depending on their routine; we 
try to follow the routine that parents have provided. Multi aging does occur and children 
also attend excursions which may mean the daily routine changes. 
 
 
 
 
 

18. Daily routine for Kinder room  
 
8.00am – Centre opens. Children are greeted and settled into family grouping 
activities indoors or outdoors if the weather permits. 
 
9.00am – Kinder children move to their own room where Indoor and/or outdoor 
activities are provided for the children depending on current interests.  
 
9.30am – Morning tea set up, this is a flexible time where children can come and sit 
at the morning tea table or continue with activities 
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11.15am – Lunchtime: Staff and children sit together to eat lunch in the kinder room 
or on some occasions outside (weather permitting) As the children finish their lunch 
they wash their hands, go to the toilet and get ready for rest time.  
 
1.00– 3.00 pm – After quiet activities, children continue with activities indoors/outdoors.  
 
3.00pm – Afternoon tea is offered to the children. 
 
3.30pm – Children continue with activities both indoors and outdoors if weather permits.  
 
5.45pm – Centre closes 
 
Please note: This is a very flexible routine, changes may occur depending on the 
weather. Multi aging does occur and children also attend excursions which may mean the 
daily routine changes. 
 
 
 

19. Entry/exit obligations 
(a) Collection of Children 

Children will only be sent home with parents or authorised persons listed on enrolment 
forms unless other arrangements have been made.  In such a case, please inform 
educators and write instructions in the diary on the desk on the relevant day.  If the 
parent/guardian forgets to do so, please call the Centre and ensure this information is 
documented in the diary. Authorised persons will be asked for photo ID from staff to verify 
who they are, please make sure you let authorised persons know that this will happen. 
 

(b) Custody and Access 

The Co-ordinator must be given a copy of any court orders relating to your child and 
notified of any change. 
 
If access to your child is prohibited to any person, the Co-ordinator must be informed in 
writing. 

20. Supervision 
Educators supervise children at all times. Educators are always aware of the number of 
children in their care as well as positioning themselves appropriately in the room or in the 
outdoor areas, so that all children are visible. 
 
The front room has 8 children on any one day with 2 educators. The central room has 12 
children with 3 educators. The kinder room has 10 children with 1 educator.                            
We also have extra educators to cover breaks during the day. 
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21. Child care practices 
(a) Behaviour Management 

Educators encourage children to use words to express their feelings, rather than a 
physical response.  It is important for young children to assert their rights, but this needs 
to be in a socially acceptable manner. 
 
This strategy begins where educators may be required to actively assist the child (e.g. 
helping them to find the right words), and continues through to the older groups, where 
the children are actually beginning to make verbal attempts themselves.  Discussion and 
reflection always takes place during behaviour management and the relevant educator 
will monitor and provide assistance and support.  Discussion also occurs with the parent 
on the same day. 

(b) Limit Setting 

Limits in the Centre are set in a fair and reasonable atmosphere, and are designed with 
age appropriate expectations in mind. 
 
Their purpose is to construct and maintain a safe, happy and healthy environment for all 
using the Centre. 

(c) Appropriate Language 

Educators use positive and encouraging language with the children at all times. 
 
We find that the response is extremely rewarding. When talking through any behaviour 
aspects with children, we concentrate on the action rather than the child as being 
inappropriate. 

(d) Individual Group Expectations 

Each individual room embraces the Centre philosophy, which is reflected in the short and 
long term goals developed for the children. 
 
Time for parent input, establishing platforms for group discussions, encouraging the 
sharing of ideas and valuable feedback, occurs at parent nights and/or spontaneously. 

(e) Community Support Services 

Early intervention groups are available to staff and families if any developmental delays or 
behavioural problems are observed in a child; educators are able to contact either City of 
Melbourne Resource & Learning Centre or Noah’s Ark Inclusion Support Agency1. 
 
Personnel who specialise in a variety of child related areas are available to advise, 
support and assist educators and parents to deal appropriately with any developmental 
concerns. 

                                                        
1 See 
http://www.melbourne.vic.gov.au/COMMUNITYSERVICES/FORMYFAMILY/RESOURCES/Pages/Re
sources.aspx and http://www.noahsarkinc.org.au/  
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One major factor to ensure the success of this process is the importance of parents and 
educators working cohesively together, in a co-operative and supportive manner. 
 
The Centre has a policy for child safe environment; refer to Policy and Procedures 
Manual. 
 
 

 

22. Creative dance 
In addition to our weekly program, we have regular scheduled creative dance 
classes or adventure dance classes These sessions are held on a Monday and 
Thursday on a fortnightly basis. The children really enjoy creative dance and eagerly 
await the instructor’s arrival. The dance sessions allow the children to explore the 
different ways in which their bodies move to music. The children also learn about 
special awareness and there are new props and music each fortnight. Creative and 
Adventure Dance classes are charged are billed to your monthly invoice. 
 

23. Bush kinder 
Bush kinder is a type of preschool education for children held exclusively outdoors. 
Whatever the weather, children are encouraged to take the lead in playing, exploring 
and learning in a forest or natural environment.  
 
“Forest schools” have been operating successfully in Northern Europe for over 50 
years. The first “bush kinder” in Victoria was established in 2011 and there are now a 
dozen in Melbourne and regional Victoria and growing. The Wimble bush kinder 
started in 2014 and is in line with National Quality Framework. 
 
“Outdoor spaces with plants, trees, rocks, mud and water invite open ended 
interactions, spontaneity, risk taking and a connection with nature (NQS, 2010, 
Element 3 Physical environment)” 
 
 
The bush kinder program runs weekly on alternate days; Tuesday and Thursday 
from 9:00am to 11:30am. The program is a valuable and essential facet of a Wimble 
Street child’s kindergarten experience. It recognises the place that the bush has in 
Australian folklore and the significance of land in aboriginal culture. At Wimble 
Street, we recognise the importance of a child’s unstructured time in nature, a view 
underpinned by early years research.  
 
The bush kinder program is held on Wurundjeri land at Royal Park in partnership 
with the City of Melbourne. The bush kinder site is located within Royal Park, off 
Gatehouse Street and behind the Nature Park playground in Parkville (approximately 
500m from Wimble Street Co-operative) 
 

i. Communication 
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We ask parents to always have their mobile phone with them and turned on 
throughout the duration of their child’s bush kinder session. This enables staff to 
contact parents when necessary and to be aware of any updates throughout the 
sessions. 
 

ii. Session Overview 
The bush kinder session will be attended by two educators with an adult to child ratio 
of 1:5. The class will depart for bush kinder at 9.15am, walking towards Morrah 
Street and Gatehouse St to Royal Park. 
Upon arrival, the children will be free to engage in play within the boundaries of the 
bush kinder site (demarcated by a circle of yellow ribbons). At the end of the session, 
the children and staff will walk back to Wimble Street, using the route illustrated in 
Bush Kinder Site 
 
 
iii. Extreme Weather 

Weather information is obtained from Bureau of Meteorology website - 
http://www.bom.gov.au/forecasts/melbourne.shtml 
In the event of weather is deemed extreme i.e. winds over 40km/h, storms with 
lightning or hail forecast, the session will be cancelled or shortened. 
 
iv. Clothing 

Parents are required to determine appropriate clothing based on the weather 
forecast. It is vital that children wear protective clothing and footwear which allows 
them to move freely and undertake activities such as climbing, balancing, and 
running, to keep them warm and dry in cold/wet weather. 
 
 
 
 
 
 Warm Weather Cold Weather / Rain 
Recommended clothing 
and footwear 

Light loose fitting long 
sleeve tops and long pants, 
broad brimmed hat and 
closed toe shoes 

Waterproof clothing, 
(jacket and pants), 
long pants, long 
sleeved top, beanie, 
waterproof globes 
and thermals in very 
cold weather 

Not recommended Short sleeved tops, long 
skirts or dresses, shorts 

Skirts, dresses 
(incompatible with 
waterproof clothing) 

Unacceptable clothing Open toe shoes, sandals, 
thongs, crocs, singlet tops. 

Non-waterproof outer 
clothing. 

 
What else to bring 

• A back pack with a chest strap. 
• A change of clothes 
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v. Food and Water 

Parents are requested to provide a nutritious lunch box filled with morning tea, lunch 
and afternoon tea. We ask that drink bottles are clearly labelled and to consider the 
environment by not including any packaging when possible. 
 
vi. Bush Kinder Site 

The bush kinder site is located within Royal Park, off Gatehouse Street and behind 
the Nature Park playground in Parkville (approximately 500m from Wimble Street 
Co-operative) 
 

 
 
 
 
 
 
 
 
 
 
 
 
vii. Toileting Facilities 
A camping toilet is provided for children, housed in a tent with anti-bacterial hand 
wash and toilet paper available. Children will be encouraged to use the toilet in 
Wimble St prior to their session. 
 
viii. Medication 

LEGEND 
 

              Bush Kinder Site 
 
      

   Walking Route to/from Wimble St 
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The medication and action plan of children who suffer from anaphylaxis, asthma or 
any other medical condition will be stored in the teacher’s backpack at all times, to 
ensure it is always at hand. If a child is to be administered medication, a medical 
record form will be completed as per Wimble St’s illness and injury policy. 
 
 
 
ix. Training and Awareness Sessions 

In collaboration with the City of Melbourne, sessions are run as a part of 
kindergarten curriculum for dog and traffic awareness. All Wimble St staff have a 
Level 2 First Aid Certification and CPR training.  
 

x. Further Policy and Regulations 
The risk assessment management plan for bush kinder is located with the centre 
policies and procedures folder at the entrance. Risk assessment, including benefit 
analysis, is an ongoing and continual part of the program. We ask that all 
participants of Bush Kinder be actively included in this through feedback, response 
and discussion.  
 
Please speak to Jo or Lisa about any feedback you may have at 
wimblest@netspace.net.au or 0393 479 103 
 
xi. Emergency Evacuation 

In the rare event that there is a need for an evacuation to a safer location to ensure 
the safety and well-being of the group, the bush kinder staff will notify parents via 
SMS. The reasons for relocation include but are not limited to: fire or bush fire, 
missing child, aggressive dogs off leads, other animal intruders, uninvited 
person/stranger threatening behaviour and/or causing a nuisance or unease for staff 
and participants, natural events such as extreme weather, floods, severe winds or 
thunderstorm, medical emergency or accident. With the closest shelter being Wimble 
St and The Royal Children’s Hospital, the evacuation plan will be to head back to 18 
Wimble St via the routes illustrated below: 
 
 
A: All emergency situations where exit from Royal Park via usual route is 
possible 
 
The staff will return to Wimble Street via the usual route or shortest possible route 
through Bayle St and Park Dr towards Wimble St as illustrated below. 
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B: 

All emergency situations where the exit/entrance to Royal Park via Gatehouse 
St is blocked 
 
The staff will return to Wimble Street via a route through The Royal Children’s 
Hospital towards Flemington Road, Park Dr and Wimble St. 
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24. Creative play 
Creative play is an important stage for all children. Art projects can appeal to the 
children’s imagination and encourages them to express themselves. Artwork will be 
displayed around the rooms throughout the year and will show parents the many 
works of art the children create from drawings, pastings, and paintings to prints. 
Check your child’s pocket regularly for artwork to take home; your child will be 
delighted to see your appreciation. 
 
 

25. Cooking 
Cooking is a major part of our program as it provides the children with a great 
sensory experience. The children have the opportunity to taste, mix, stir and pour a 
variety of ingredients. Cooking is also extremely effective in extending on the 
children’s language and social development. Any recipes that parents might like to 
share such as easy to make slices, breads or biscuits would be very useful to staff. 
 
 

26. Excursions  
Excursions and external visitors are an important and regular aspect of the program. 
The aim of excursions and visitors is to relate it to the current interests of the 
children. It enables the children to become involved in community events which 
connects them to the wider community. It may just be a walk to the park or local 
library, or to somewhere more formal like the Arts Centre, Zoo, Museum, Aquarium, 
Art Play at Federation Square or the Children’s Garden at the Royal Botanic 
Gardens. 
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Excursion forms are organised prior to the event with relevant information of the 
location, times, proposed activities, and educators and parent volunteers. Parents 
will need to sign this permission form with personal contact details and children’s 
doctor’s numbers. For local excursions, such as a walk to a park within Parkville, the 
Coordinator may ask you to sign a standing permission. Any charge for excursions 
will be billed to your monthly invoice, as you would normally be billed for Creative 
Dance and Adventure Dance. 
 
 

27. Planning arrangements 
The front and central rooms are given a day of planning each fortnight and the 
Kinder room has 6 hours each Wednesday. They are covered by permanent 
educators at the centre to keep consistency in the rooms.  Planning time is used to 
work on children’s portfolios and plan resources and materials needed. Parents that 
would like to discuss their child’s needs or any questions about the room are 
encouraged to talk with educators to organise an appropriate time. 
 
 

28. General reminders 
If you are going to arrive late to the centre or have decided not to bring your child in 
please call and let us know as soon as possible. This enables us to plan our day more 
effectively and also allows the centre to offer care to families who have requested extra 
days. 
 
With fire drills becoming more frequent it is important that children have been signed in of 
a morning and out of an afternoon, this is so educators can use the sign in sheets as a 
checklist of the children present.  
 
Please remember to sign your child in and out of the centre on a daily basis. 
 
Labelling your child’s clothes and sheets is essential and is very helpful for staff as having 
similar items can make it hard to determine the owner. 
 
Please remember to bring in a piece of fruit each day that your child attends to be shared 
at morning and afternoon tea. 
 
Please supply a drink bottle with water for your kinder child each day which will be kept in 
their lockers so the children access to water throughout the day.  
 
 

29. Health and hygiene 
(a) Hygiene Practices 

All children, parents and educators will be encouraged to wash their hands-on arrival and 
prior to leaving the premises, and on all other appropriate occasions. 
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It is important that all educators uphold a positive role model and encourage and educate 
the children to practice good personal hygiene habits. 
 
Hygiene practices by staff are consistent with the guidelines set out in the Policy and 
Procedures Manual. 

(b) Incidents - Children 

Any incident which requires first aid or medical attention is documented in a labelled 
folder (on down stairs desk) and signed by the supervising educator at the time and again 
by a co-worker.  The child’s parent also signs to indicate awareness of the incident.  
Parents are called at the discretion of the Co-ordinator and are notified immediately if the 
injury is to the head area or requires medical treatment. The regulatory authority will be 
notified of any accidents where a child requires medical assistance and appropriate forms 
will be filled out. 

(c) Policy: Sick Children 

Any child who is sick and unable to cope with the daily routine at the Centre is sent home.  
The Centre has neither the educators nor the facilities to cope with these situations.  If a 
child falls ill or is not dealing with group situations, the relevant parent is contacted and 
the child goes home.  The Centre has an infectious diseases policy that lists strategies for 
dealing with individual diseases and a procedure for dealing with the ill child. 
Refer to Policy and Procedures Manual for details. 

(d)  Medications 

Parents need to be familiar with the Centre medication administration policy and dealing 
with the unwell child procedure listed in the Policy and Procedures Manual. 
 
Medications are to be administered and checked by permanent educator according to the 
Education and care Services National Regulations and privacy legislation. 
 
(e)  Anaphylaxis and Asthma  
For children who have Anaphylaxis and Asthma they must have an action plan, this 
needs to be done in consultation with a Doctor. If your child has Anaphylaxis you must 
bring in your own adrenaline auto injector/epi pen and if your child has asthma they must 
bring in their own puffer and medicine. 
 
Wimble has an epi pen junior on site (chemist own) for children who have not previously 
had an allergy or for a child who may need another dose after theirs has been used. 
This will not be given to children unless instructed by 000 
Wimble also has an emergency asthma kit and this won’t be given unless instructed 
by 000 or if a child with asthma has an attack and their medication is not available for 
use. 
 
 (e)  Infection prevention and control  
 
We work hard to limit the spread of disease and prevent illness at Wimble 
Parents are sometimes asked to keep their child at home (called ‘exclusion’) in the 
event of illness or disease.  The aim of exclusion is to reduce the spread of infectious 
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diseases in the care service. The less contact there is between people who have an 
infectious disease and people who are at risk of catching the disease, the less 
chance the disease has of spreading. 
 
We understand that you are under pressure to fulfil work, study, or other family 
commitments and may find the exclusion ruling for your child difficult to manage. 
However, by excluding one ill child, many other children (and staff) can be protected 
from becoming ill. The need for exclusion and the length of time a child is excluded 
depends on: 

•  how easily the infection can spread 
• how long the child is likely to be infectious 
• the severity of the disease 

 
Care services will not be influenced by letters from doctors stating that the child can 
return to care, unless the child’s condition fulfils the service’s criteria for returning to 
care. It is the doctor’s role to make the diagnosis of an illness, but we can however, 
decide on the response to an illness in consultation with our local public health unit.  
This may also involve excluding susceptible children and staff with whom the ill child 
has been in contact. To decide on the response to the illness, we refer to a list of 
recommended minimum exclusion periods. 
 
Recommended minimum exclusion periods 
NHMRC (2012) Staying healthy – Preventing infectious diseases in early childhood 
education and care services provides a list of the recommended minimum exclusion 
periods (Table 1.1).  
 
You can view this resource at 
www.nhmrc.gov.au/guidelines/publications/ch55. 
These are minimum exclusion periods, however a child may need to stay home for 
longer until he/she is well enough to return to the service. 
 
Educators and other staff working in the education and care service is also required 
to follow the recommended minimum exclusion periods. 
 

30. Fee payment 
Current fees are $127.00 per day or $600 Full time 
 
Parents are billed each four weeks and fees are due two weeks into the cycle whether or 
not you actually attend. The billing cycle is given to all parents at the start of each year 
which lets you know which period you will be billed for and when payment is due. 
Electronic funds transfer is the preferred method of payment however, parents are able to 
pay by cheque which should be given to staff or placed in the brown box in the office 
downstairs. 
 
We rely on prompt payment for a steady cash flow.  Subsidised Child - Care Assistance is 
available for people who qualify. Parents are also entitled to receive the child care tax 
rebate. Regarding this matter please see the coordinator. 
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We have introduced a maintenance Levy of $150 per family each year. You will be billed 
twice a year. $75.00 in January and $75.00 in July  

(a) Payments 

The Centre holds no cash and will not accept payment of fees in cash.  Acceptable 
methods of payment are: 
 
• Cheque 
• Direct deposit 
• Electronic funds transfer (preferred method) 

 
 
 

(b) Change of Address and Phone Numbers 

Parents must inform Staff of any change of address or phone number immediately, in 
case we need to contact you in an emergency. New enrolment forms will be given out at 
the start of each year to enable us to make sure we have current and up to date 
information. 
 

31. Educator and parent contact 
Throughout the year various functions are organised to give parents and educators a 
chance to meet and socialise without the pressures of time and work.  We hope you will 
take part in these events. 
 
The educators at Wimble Street play an active role in your child’s life and have keen 
interest in their growth and development.  Feel free to share with us your enjoyment or 
concern regarding your child and his/her environment and progress. 
 
Each year at Wimble Street we hold two parent evenings. The first one is at the 
beginning of the year it is an opportunity for parents to speak to educators about how 
their child has settled in and to meet other families at the centre. You will also have 
an opportunity to look through your child’s portfolio. The second parent night is held 
in November. This is also an opportunity for parents to meet with room educators 
one on one to discuss their child, hear how they are going and to look through the 
portfolios to see how much your child has developed over the course of the year. 
 

32. Kept Me  
This is a program where we document all your child’s learning and progress. You will 
get an invitation to join Kept Me so you can see all your child’s learning and 
moments throughout the day. An invitation will be sent to you to download the app. 
You can access Kept Me using a smart phone or a computer. 
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33. Parent Information and resources 
Centre Details are located on a display board to the right as you enter the main entrance 
to the central room. Other information also displayed here includes; Centre Philosophy, 
Centre Goals, Grievance Procedure, Standard Licence and Certificate of Names. 
 
Wimble Street Staff Members Details are located on the display board to the left as you 
enter the centre through the main entrance to the central room. Staff details such as: 
Photo, Position/Role, Qualification and First Aid Training are displayed for parents. A 
copy of Management Policy and Procedures Booklet is available on the shelf.  
 
Parent Accreditation and Information Board is located straight ahead as you enter 
through the main entrance to the central room. This display area includes; Contact Details 
of the National Childcare Accreditation Council, Current Accreditation Newsletter and 
Current Centre Policies and Procedures for parent feedback to drafted changes, 
information from the committee, yard duty roster. Working bee information and messages 
from staff are also noted on the information board.  
 
Our Certificate of Accreditation and Quality Profile Certificate are located on the 
ledge in the main foyer along with useful pamphlets for parents to browse over. 
 
 

34. Centre policies and procedures folder and 
parent resources folder 
These documents are located on the small shelf in the main foyer as you enter the centre. 
The policies and procedures folder includes current documents that are regularly 
evaluated by staff, parents and committee members. Being a large document it is difficult 
to provide a copy for all families, however we do encourage all parents to freely browse 
through the manual and become familiar with the centre policies and procedures. If you 
would like a copy to be emailed out to you please see the centre coordinator. The parent 
Resource folder includes up to date information on topics such as; Nutrition & Good 
Eating Habits, Hygiene & Dental Care, Food Handling & Storage, Positive Behaviour 
Guidance, and Communicating Effectively with Children, Child & Family Resources and 
Services, Safe Sleeping Practices and Safety. We have found these topics to be quite 
useful and interesting for parents and they are available to access whenever they 
required. 
 
Further books and related resources are also available in our Parent Resource Section 
of our planning room. If any parents are interested in further information of previously 
mentioned topics, Children’s Needs, Areas of Development or Behaviour and Guidance 
please let staff know and they can show you to this area. 
 
 

35. Parent suggestions 
We welcome and encourage suggestions from families. This can be done by email, a 
chat with one of the educators, a note written in the reflection book, 
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Our aim is to ensure that we are incorporate as many aspects of your child’s life at 
home into our centre. While we understand that your time is limited we welcome your 
participation.  
 
Some ideas to consider are: 
Favourite stories/songs 
Favourite recipes (participating in a cooking experience with the children) 
Simple words of a different language to display in the room and to share with the 
children in the group 
New excursions 
Sharing cultural values, beliefs, practices or celebrations. 
Bringing in home corner props such as old phones, wallets, keys, bags, tins etc. 
 
Wimble thrives on a communal spirit and sharing your ideas with the educators you 
are helping to create a nurturing and stimulating environment for your child. 
 
Access to the national law and regulations can be found at 
http://www.acecqa.gov.au/  
 
 

36. Co-operative management  
Our childcare is a co-operative run by the families whose children attend the centre. In the 
spirit of a co-operative, and to minimise the costs of this small centre, all parents must 
contribute to the centre’s running and upkeep. We also hope you will enjoy participating in 
our community’s events.  As part of the Wimble Street Co-operative the expectations of 
all Wimble families include: 
 
• Sharing in Wimble community events 

o Coming along to the BBQ at the start of the year, the trivia night, parents’ 
evenings (two per year) and the Christmas picnic.  

o Feel free to bring in a cake to celebrate your child's birthday. 
• Supporting the centre's running and upkeep:  

o Participating in your nominated sub-committee (more on this below) 
o Helping out at least one of the two working bees each year (3 hours on a 

Sunday morning).  
o Taking one turn of 'yard duty' each year (coming in on a weekend to sweep 

the front and back courtyards). 
• Contributions to fundraising activities:  

o These include seeking or making a donation to the silent auction held at the 
trivia night. 

o Going to the trivia night and running a stall with another family at the spring 
fete. 

o Helping with other fundraising efforts like the Bunnings BBQ. 
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• Staying informed of the centre's activities and your responsibilities:  
o Attend at least one of the three general meetings each year. (AGM in 

March, general meetings in July and November). 
o Read the email notices and newsletters. 
o Paying your fees on time and notifying the centre when your child will be 

away. 
• Contributing your talents, ideas and suggestions!  

o Wimble is a vibrant and nurturing childcare as a result of our great staff plus 
our collective parent contributions to the centre. If you have ideas for new 
activities or improvements to how we run things or skills and networks that 
would help Wimble, we are keen to hear about them! 
 

37. Wimble Street management committee 
As a co-operative, Wimble is led by a management committee of volunteer parents. The 
committee appoints the centre coordinator and guides the overall function, direction and 
management of Wimble Street. 
 
The committee meets each month and there are two meetings a year open to all member 
families: the AGM held in the first quarter of the year and a general meeting held in the 
last quarter of the year. 
 

(a) Sub-Committees 

The committee directors include the Chair, Secretary and the directors of five sub-
committees: 

o Staffing (providing direction and support to the coordinator on HR 
matters, staff contracts and recruitment for new positions) 

o Finance (works with centre coordinator and accountant to manage 
centre finances including annual audited statement of accounts) 

o Fundraising (leads fundraising efforts for new resources for the 
children, not for general centre management. Coordinates the two 
major events of the trivia night and fete) 

o Maintenance (manages upkeep and maintenance of the centre, 
including general working bees and major projects such as upgrading 
lighting, heating systems etc.) 

o Communications (works with centre coordinator to review and update 
parent information, prepares newsletter, updates website and promotes 
fundraising activities) 

 
Please feel free to contact any of the management committee if you have questions or 
suggestions: 
 

• Chair: chairs@wimblest.com.au, Kateena O’Gorman 
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• Secretary: secretaries@wimblest.com.au, Janine Hinchcliffe 
• Finance: financedirectors@wimblest.com.au Rowan Brown and Christina Lai 

Cheong 
o Grants is a sub-committee of Finance, grantsdirectors@wimblest.com.au 

• Fundraising: fundraisingdirectors@wimblest.com.au, Nadia Mizner 
• Maintenance: maintenancedirectors@wimblest.com.au, Jamie Mildren & David 

Passmore 
• Communications: communicationsdirectors@wimblest.com.au, Tallace Bissett 

 
 
 
 

(b) Committee Members 

New committee members are voted in at the AGM. If you intend to stay in the Co-op for at 
least 2 years you are required to nominate to undertake one of the seven management 
committee positions. A position is held for two years. 
 

(c) Committee Participation 

At least one member of every Wimble family is required to participate in a sub-committee 
each year. If you have a particular skill or interest then you can chose a sub-committee 
that can benefit from your expertise (e.g., carpenters or builders would be ideally suited 
for in the maintenance committee), otherwise each family will be delegated to a sub-
committee. Participation and involvement depends on the sub-committee but will 
generally involve attending meetings (not more than a few per year) and assisting with 
sub-committee tasks (for example for the fundraising sub-committee this may involve 
extra input during fete preparations. For the communications sub-committee this may 
involve updating the Wimble website.) 
 
 
 


