
 

 

We acknowledge the traditional custodians of the land Peramangk people, occupied by Family House, its programs and services. 

We pay our respects to the Elders, both past and present, for they hold the memories, the traditions, the culture and the hope of the oldest living culture on Earth. 

We acknowledge the sacred connection to this land which, since the beginning of the Dreaming, was, is, and always will be traditional Aboriginal Land.  

 

Family House Child Care 
 

PARENT HANDBOOK 
3 Willow Close, Mount Barker  

Find us on Facebook and Mount Barker Community Centre page  

Number: 08 8391 5059  Email: director@mtbcc.org.au 

 

HOURS OF OPERATION 

Monday to Friday, 7:00am - 6:00pm 

Please note, our centre is closed on public holidays and for a 2-week block period around Christmas time until early into 
the New Year. Dates will be confirmed closer to this period. On days where the Mount Lofty Ranges has a catastrophic fire 

ban rating, Family House will be closed. You will receive a notification regarding this via email. 

Baby room: children from 3 months to 2 years old 

Main space: our shared space of children ages 2 years old to school age (vertically grouped) 

School readiness room: a separate space for children aged 3 to school age where our ECT conducts learning 

experiences for periods of the day to support children’s future transition to school 

 

 

Family House is supported by Mount Barker Community Centre 
3 Dumas Street, Mount Barker 

08 8391 2747 

sean@mtbcc.org.au 
 

We offer spaces according to availability and ‘priority of access’ guidelines that are set by the 

Government. These guidelines give a high priority to parents who are working, seeking 

employment/studying, of Aboriginal and Torres Strait Islander and/or meet crisis care needs. If a 

position is not immediately available, the child’s name can be placed on a waiting list. 
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OUR PHILOSOPHY 

At Family House we believe in nurturing children through natural, child-led, play-based learning that 

encourages exploration and fosters innate curiosity. We believe that diversity enriches the learning 

environment, and we celebrate differences which create an atmosphere of inclusion, respect and 

belonging for all. Positive relationships are central to our philosophy. We prioritize in building trust and 

emotional security with each child. By working in close partnership with families, we build a strong 

sense of community and collaboration that supports the individual needs of every child.  

We provide a safe and nurturing environment where children feel empowered to explore, grow, and 

develop at their own pace, rich in opportunities for children to engage with the world around them 

and promote a strong connection to nature. 

Our programs are designed to be flexible and inclusive, and to ensure that each child is valued, their 

voices are heard and incorporated into their learning journey. Our educators are dedicated to 

fostering a love of learning, by providing guidance and support that helps children develop resilience 

and self-confidence. 

Through their experiences, children will learn to care for themselves, others, the land and gain an 

understanding of the importance of sustainability. Ultimately, our goal is to inspire children to become 

capable, responsible, compassionate individuals with a deep respect for the world around them. 

 

DAILY REQUIREMENTS 
Upon arrival: 

• When arriving at the centre it is a requirement for parents to sign their child in on the 
provided iPad (found on the shelf at the entrance). If your account is not working, please 
let an educator and/or centre director know before leaving. 

• Encourage your child to support you with putting their bag, lunch box and drink bottles in 
the allocated spaces in their rooms. If there is any additional information regarding your 
child on that day, please ensure an educator in their space is made aware so they can make 
a note of it in their diary for other educators throughout the day. 

During departure: 

• Support your child with collecting all their belongings. During this time, it is a great 
opportunity to have a look at the floor book and talk to them about their day. 

• Before leaving you are required to sign your child out on the provided iPad. Again, any 
issues please make a staff member aware before leaving. 
 

If your child is being picked up by someone other than their parent/carer the centre director will need to be made 
aware and given signed consent prior. They will be required to provide photographic ID. Nominated contacts will 
also be required to have their own kiosk code to sign in/out on Xap. 

ENROLMENT PROCEDURES 

At the beginning of enrolment parents are provided with an enrolment pack filled with information 

about the centre as well as forms to fill out regarding your child and their needs/requirements. 

Parents will be required to fill out relevant information including emergency contact details, health 

information, immunisation status, dietary requirements, permission slips etc. Our centre director is 

available at any time via phone, email or face-to-face to discuss any policies and practices (such as 

safety and hygiene, behaviour guidance, nutrition, fees etc) if you wish to discuss further. 



 

 

New families are invited to have a tour of the centre, where they will be shown around and 

introduced to the educators as well as given a feel of the daily rhythm. We encourage families to 

follow our transition process which involves having up to 4 visits prior to starting care, staying for an 

hour each time in the few weeks before commencing enrolment. During their first visit the 

parent/carer will stay in the space with their child for an hour. During the second and third visit the 

parent will be encouraged to leave the space to allow their child to independently engage in their 

surroundings. Parents are required to stay on the premises during this time but are welcome to a hot 

drink in the office space. During their fourth and final visit parents will be able to leave the premises 

for a few hours while their child engages in daily routine. Parents/carers will be contacted when 

completed and given a rundown of how their child went during their time. There are no fee charges 

made during these times (child/ren will need to be signed in and out). 

XAP 

Upon enrolment parents will create a XAP account which they will use to sign in/out their child/ren 

using their mobile number and a provided individual code. Like stated previously, if your child is being 

picked up by someone other than their usual parent/carer a staff member will need to be made 

aware. This person will need their own assigned login for Xap and cannot use someone else’s 

information. You are able to add this person/people using the app on your phone. If there are any 

issues, please contact the centre and we can support you with this procedure. 

Xap is also a great way for us to stay in communication with you throughout the day. We provide 

information regarding your child/ren such as photos, incident/injury/illness reports etc. Parents can 

respond and acknowledge these posts as well as receive them and give any additional information or 

feedback. Please ensure you download the Xap Smile app as Xap Connect is the educator’s portal. 

MANAGEMENT BOARD 

The management board is made up of volunteers forming a governing body for the whole 

organization of the Mount Barker Community Centre. Family House is one of the organisations that is 

led by the executive officer who our centre director reports to. 

CANCELATIONS & FEES 

As a not-for-profit centre, Family House works hard to keep the cost of care as low as possible to 
support all families to access high quality care. Fees may vary due to the number of days your 
child/ren attend and the childcare subsidy you have available. Our daily rate is $125 per day; 
however, the government provide a range of subsidies (CCS benifits) to help support, reduce the costs 
depending on your circumstances. You can find this information at servicesaustralia.gov.au/child-
care-subsidy. 

You are required to organise your CCS before enrolment to ensure you are provided with the rebate, 
before your child’s commencement date you do this through your MyGov Centrelink account.  

We only accept direct debit payments to ensure payments are kept up to date. If your invoice is unpaid 
over the course of two weeks, we will have to cancel care for your child until paid in full. If you need 
some support better understanding the payment process, please contact our director who can help 
support you with understanding the procedure. 



 

 

HOLIDAY/TIME OFF 

If you are going away or your child won’t be in attendance, you are required to give 2 weeks’ notice 
beforehand so that you are discounted during that time. During the Christmas holiday period while 
we are closed you will not be charged. If you wish to withdraw your child/ren or change their booking 
dates permanently we require a 2 week notice prior to their last day. It is a CCS requirement that on 
your child/ren’s official last day in our care they must be in attendance for the day. If they are not 
signed in and accounted for you will be charged the full fee with no ccs support as it is a government 
requirement. 

IMMUNISATION 

Following changes to the South Australian Public Health Act 2011 (the Act), from 7 August 2020, 
children will not be able to enrol in or attend early childhood services unless all immunisation 
requirements are met. On enrolment your child’s immunisation history statement must be provided 
for them to be approved in our care. Parents are required to provide updated immunisation records 
throughout their time at Family House. You can download these from MyGov Medicare account. 

For any more information regarding immunisation requirements please go to sahealth.sa.gov.au. 

HEALTH 

One of our biggest priorities at Family House is to provide a safe and hygienic environment for all 
children, families and educators. This requires us ensuring that no illnesses are brought into the 
centre by either children or staff. If your child is sick, they must be kept home to maintain the health 
and safety of everyone at the centre. We understand this can be a stressful time for some due to 
life/work commitments but the health and safety of our children, families and staff is paramount. 

If your child shows any signs or symptoms of illness while in our care this will be documented on Xap 
and any information will be sent to you regarding your child and their symptoms. Depending on the 
severity of the illness, we will either closely monitor your child and/or make a phone call to have them 
collected. If your child has a coloured mucus, we will inform you via the app. If your child’s nose needs 
to be wiped 3 times over a period, they will be required to be picked up to avoid the spread of illness. 
A doctor’s certificate will need to be provided for them to attend care and must state that they are 
non-infectious before the designated time period of illness has passed. If your child has an infectious 
illness and has been in our care, please contact the centre so other parents can be notified. No names 
or personal information regarding your child will be included to ensure your privacy is maintained. 

NUTRITION/BREAKFAST CLUB 

Family House runs a breakfast club each morning with donations made from the Community centre. 
We also incorporate a serving or dairy for the children whether it be with the breakfast or an 
afternoon snack. We are a lunchbox service. We encourage that you please ensure you are making 
healthy lunch box choices for your child during their time in care. We encourage families to provide a 
mix of foods from each of the five food groups: grain foods, vegetables, fruits, dairy and proteins. 
(Less rubbish/packaging is also encouraged)                                                                                                                   
If possible please provide a piece of fruit for shared morning tea. 

PLEASE NOTE                                                                                                                                                                     
We are a nut aware centre, please do not pack any foods containing nuts.                                                               
We also do not accept any liquids other than water. 



 

 

In your enrolment pack you will be provided with a document outlining any dietary requirements or 
food intolerances your child may have or need. Although children do bring their own lunch boxes, we 
do also provide cooking experiences and meals on occasion. On each of the lunch box trollies we 
provided a clear outline of each child’s requirements including their photograph, name and any 
dietary/food intolerance requirements so that all educators are informed and aware. 

SUN SAFETY 

Between the 1st of August to the 30th of April, we are required to apply sunscreen to all children 
during outside play. We encourage all children to apply their own and support them in doing so. If a 
child refuses, we do not force them, but they will be required to play inside or underneath the 
veranda. We use a generic brand that is covered by the sun safety standards, however if you wish to 
bring you own brand your child’s name must be clearly labelled, and a permission slip will be provided 
in the welcome pack for you to sign. Hats are also a requirement and must be either a broad brimmed 
hat or legionnaire hat clearly labelled. Caps are not permitted as they do not protect the ears, cheeks 
or necks and are considered not suitable for sun protection. 

MEDICATIONS 

All medication administered within the centre must be provided in its original container with a 
pharmaceutical sticker clearly labelled with their name and basic instructions written by a medical 
practitioner. However, before allowing the administration of any medication, families are expected to 
fill out a medical form that provides educators with all the relevant details. Family House does not 
administer Panadol for any child regardless of parents’ wishes. We do not allow children to attend the 
centre if they have had any Panadol or medicine given to them prior to arriving. 

EMERGENCIES 

In the case of an emergency Family House has a detailed evacuation/invacuation procedures that are 
displayed in each space, as well as on emergency lanyards located in various sections of the centre. 
During your child’s time in care, they may be involved in emergency drills that we regularly conduct 
every 3 months to ensure all staff are up to date with all requirements. 

MANDATED NOTIFICATION 

All educators at Family House are mandated reporters. Being a mandated reporter gives us the duty 
of care to report any abuse or neglect that we may suspect. Our role is to protect all children and 
support families during these difficult times. If you have any concerns, please discuss with our director 
who will be able to guide you with what you may need. 

PARENT GRIEVENCES 

If you are met with any grievances with any staff, there are steps you can take if you wish to do so. 

Step one: Discuss with your child’s primary educator who can support you further. 

Step two: If you’re not feeling the outcome is what you were hoping for, please discuss this further 
with your child’s room leader who would be able to assist you. 

Step three: If you still are not happy with the outcome, please organise a time with either our 
assistant director or director. This can be done either face-to-face or via email/phone call. 

Step four: If you still need some support or do not wish to discuss your grievance with either the 
director or assistant director, you are able to contact The Community Centre Manager Sean Hames. 



 

 

Step five: If you still feel like you have not met the outcome you expected you are able to contact the 
Education Standards Board on 1800 882 413 or visit their website at www.esb.gov.au. 

EXCURSIONS 

During your child’s time at Family House, we engage with excursions to the adjacent playground, 
whether it be for a play or picnic. In your enrolment pack you will be provided with a document which 
give you the choice to allow or not allow your child to be involved in these excursions. If you choose 
not to allow your children to be involved, they will stay at the centre with an educator to engage in 
some planned experiences. 

WHAT TO BRING 

Any personal items that your child brings into the centre must be clearly labelled with their name. 
Family House cannot be held accountable for anything lost and/or broken if there is no indication as 
to who it belongs to and its importance. While your child is in attendance you should provide: 

• A backpack clearly labelled with their name. 

• 2-3 changes of clothes (tops, pants, underwear, jumper/jacket, socks) each labelled. We 
cannot keep track of all items of clothing your child is wearing throughout the day so ensuring 
everything is labelled helps us with keeping them with your child’s belongings [Please ensure 
you are rotating their clothing depending on the weather]. 

• A packed lunch box with healthy food choices for morning tea, lunch and afternoon tea. 

• A piece of fruit or vegetable daily for us all to create a share platter in the mornings 

• A broad brimmed hat or legionnaire hat clearly labelled. 

• A clearly labelled water bottle. We do not accept anything other than water unless it is milk in 
a separate labelled milk bottle.  

• Any comforter your child requires, clearly labelled (dummy, blanket etc). 

PROGRAMMING 

Once your child has started care, they will be assigned a primary educator. This educator will 
understand all the necessary requirements for your child and support them during transitions and any 
additional needs. The primary educator will also take observations of your child and develop learning 
experiences for them to incorporate into the program. This is all observed, photographed, 
documented, and complied into their own personal folder. Educators then extend on the experience 
further based on their previous observations for further planning. The folders are always available for 
families and children to look through. If there is something you would like your child’s educator to 
focus on, please don’t hesitate to speak to them. 

POLICIES AND PROCEDURES 

Throughout this booklet there is a brief understanding of some of the policies and procedures we 
follow at Family House. We understand there is a lot of information to take in and are regularly 
updating and reviewing to maintain a clear understanding of the requirements for educators and 
families. If you wish to review anything further we can provide you with a copy at your request. 

 

http://www.esb.gov.au/


 

 

We look forward to welcoming your family into Family House! 

 

I, __________________________________________________________ 

acknowledge that I have read and understood the information provided to me in 
the parent handbook provided. I accept all the responsibilities and requirements 
outlined throughout and will contact the required personal if necessary. 

Signature:  ___________________________________________________ 

        Date: _________________ 

 

How did you hear about us? 

_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________  


